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JOB SPECIFICATION 

 
 
 
 
 
 
 

 
 

Catering Officer - GRADE I  

JOB DESCRIPTION 
 

 

Reports to: Deputy Chief Executive. 
 
Accountable to: Chief Executive 
 
 
The Catering Officer is responsible for the organisation, control and delivery of a high quality 
catering service within the Hospital and for the supervision of all catering staff, ensuring that 
the Catering Service is patient focused and meal-times and the nutrition of patients is regarded 
as an integral part of treatment and recuperation.   
 
Accountability 
 

 Be aware of accountability and responsibility for the highest quality in the delivery of 
catering services and act accordingly in respect of Food Hygiene and Health & Safety 
current legislation i.e. HACCP 

 Report for duty on time and at the designated place of duty as prescribed by 
Management. 

 Recognise the needs and importance of patient services. 
 
Duties and Responsibilities 
 

 To plan, direct, control and co-ordinate the activities of the catering service for patients, 
staff and other appropriate parties. 

 To actively participate in achieving value for money in all aspects of the service. 

 To establish and maintain the highest standard of hygiene in all sections of the Catering 
Department and in the handling of food generally in the Hospital. 

 To promote, establish and maintain the highest standards of food service in accordance 
with national standards on food and nutrition and HIQA’s Safer Better Healthcare 
framework. 
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 To actively participate in the hospital’s Nutrition and Hydration Committee and the 
Health and Wellbeing Committee.  

 Promote a culture of respect and ensure that service users and colleagues are treated 
with dignity and respect at all times.  

 To maintain good communications and working relationships with management, 
colleagues, staff, patients and customers alike. 

 To determine the quality of foodstuff to be obtained in accordance with the 
predetermined procedures and to ensure that the quality of food received is as 
specified. 

 To be responsible for the proper and secure storage of all foodstuffs in the kitchen. 

 To control the issues of food to all departments and to control waste. 

 Ensure adequate cleaning programmes are formulated which meet with approved 
standards, in consultation with heads of departments and managers in each area. 

 Participate in national performance accreditation schemes and nutritional projects, 
where appropriate. 

 To investigate, report and correct complaints regarding the meals service. 

 To ensure a proper standard of services to patients in co-operation with nursing staff. 

 To be involved in the layout, design, equipping and maintenance of catering areas, and 
to participate in the planning of improvements to the Catering Department for the 
betterment of the catering services. 

 To advise as required on the placing of contracts for the provision of kitchen/catering 
equipment. 

 To make service recommendations and changes in line with industry “best practice”. 

 To consult with Dieticians as necessary to ensure that the patients receive correct 
diets. 

 To ensure the highest quality of food presentation and service are achieved and 
maintained at all times. 

 To ensure an adherence by staff to hospital and departmental policies and procedures 
at all times. 

 To actively review and make amendments to departmental policies and procedures as 
required. 

 
Staff Management 
 

 Monitor performances, absenteeism and the control of sick leave within the Department. 

 Promote good industrial relations with staff and staff representatives and deal with 
Industrial Relations in accordance with Hospital Policy. 

 Oversee and participate in the training and development of all grades of staff assigned to 
the Catering Department 

 Ensure regular meetings with all grades of staff assigned to the Catering Department.  
Recording and circulating minutes of same, thus ensuring good communications are 
developed and maintained. 

 Maintain good staff discipline and when necessary take disciplinary action in accordance 
with the Hospital’s disciplinary policy. 

 To maintain in conjunction with the Human Resources Department accurate information in 
relation to all staff records. 
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 To monitor recruitment of staff and ensure that relevant recruitment procedure is followed. 

 To ensure the renewal of temporary contracts and review of permanent contracts is carried 
out in advance of expiry dates accordingly. 

 To ensure that all weekly wage returns are accurate and returned promptly, and that all 
staff receive correct wages. 

 To review current work schedules and make recommendations for change to ensure 
maximum productivity. 

 To ensure payroll costs are managed and staff levels are maintained at all times. 
 
Hygiene 
 

 To ensure the required standard of hygiene as per Food Hygiene Regulations, EU Directives 
and the Irish Standards 9000 and 340 are achieved and maintained. 

 To ensure all aspects of hygiene management is in line with the guidelines specified in 
HACCP. 

 To review and implement HACCP systems through the department, and ensure all staff are 
trained and systems are strictly monitored. 

 To establish a relationship with the hospital’s Infection Prevention and Control Team. 
 
Safety 
 

 To ensure health and safety is given maximum attention throughout the department.  

 To ensure that fire prevention and precautionary methods are observed in collaboration with 
the officers who have responsibilities for fire and safety. 

 To ensure that all machinery and equipment is in a safe condition. 

 To educate and support staff in the awareness of preventative maintenance of all equipment 
thus ensuring the smooth running of the department and liaise with Maintenance or the 
Deputy Chief Executive as required. 

 To record, report and investigate all accidents in the Catering Department and to take 
corrective and preventative action. 

 To attend or ensure representation at the Health, Safety & Security Committee Meetings. 

 Be aware of and familiar with the Hospital’s Health & Safety procedures. 

 Identify hazards, assess risks and report same as per hospital policy to relevant personnel, 
and in accordance with individual responsibilities under all Health and Safety legislation and 
regulations. 

 Take all necessary steps to ensure your own security and safety and the safety and security 
of your work colleagues and all other personnel. 

 Adhere to Hospital infection control policy. 

 Wear appropriate protective clothing and protective footwear and use any safety equipment 
provided. 

 Co-operate fully and participate with/in all health and safety training programmes. 
 
Financial 
 

 To monitor, review and make recommendations ensuring value for money in all aspects of 
purchasing. 



Human Resources Department, St. John’s Hospital     February 2020 

Page 4 of 12 
 

 To ensure that purchasing is carried out efficiently and effectively checking prices are as 
per agreement at all times. 

 Control and monitor any cash collection points and vending machines operated within the 
Catering Department. 

 To ensure accurate financial records, stock sheet and other financial details are maintained 
at all times. 

 To monitor department costs and make amends where overspends occur. 
 
Quality Management 
 

 To liaise with the Quality Co-ordinator as required. 

 Be actively involved in the Management of Change. 

 Assist with monitoring client/user satisfaction in relation to the service provided. 
 
Training and Development 
 

 To identify the training needs of the Catering Department in line with current legislation, 
current service requirements and future departmental or hospital development. 

 Ensure effective induction processes are in place for new staff. 

 Attend appropriate and mandatory in-service training and education programmes and 
facilitate staff to attend same. 

 Maintain records of all training together with copies of any relevant certification. 

 To establish a relationship with the Environmental Health Officers Association. 

 To establish linkages and partnerships with other organisations to keep abreast of changes 
and new developments in catering services and legislation. 

 
Policies and Procedures 
 

 Comply with and adhere to all Hospital policies and procedures 
 
Confidentiality: 

In the course of your employment you may have access to, or hear information concerning, the 
medical or personal affairs of patients and/or staff, or other health service business.  Such 
records and information are strictly confidential and, unless acting on the instructions of an 
authorised officer, on no account must information concerning staff, patients or other health 
service business be divulged or discussed except in the performance of normal duty.  In 
addition, records must never be left in such a manner that unauthorised persons can obtain 
access to them and must be left in safe custody when no longer required.  You will be required 
to comply with the legislation General Data Protection Regulation (GDPR). 
 

The above Job Description is not intended to be a comprehensive list of all duties involved 
and consequently, the post holder may be required to perform other duties as appropriate 
to the post, which may be assigned to him/her from time to time. 
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The extent and speed of change in the delivery of health care is such that adaptability is 
essential at this level of management.  This Job Description must be regarded as an outline of 
the major areas of accountability at the present time, which may be reviewed and revised as 
required. 
 

I have read the above job description.  I confirm that I clearly understand and agree to 
adhere/comply with the job description.  

 

 
SIGNED: __________________________  DATE: _________________ 
   Employee 
 
 
 
 
PRINT NAME: ___________________________________________ 
 

 

CATERING OFFICER GRADE I 
 

QUALIFICATIONS 

1. Character 

Candidates must be of good character  
 

2. Health 
 

Candidates shall: 
 

a. be free from any defect or disease which would render them unsuitable to hold the 
office and be in a state of health such as would indicate a reasonable prospect of 
ability to render regular and efficient service; 

 
b. be free from any disability which would interfere with the proper discharge of the 

duties of the office; 
or 
c. be in a state of health such as would indicate a reasonable prospect of ability to 

render regular and efficient service. 
 

 The appointee will be required to undergo a medical examination before appointment 
by the Hospital’s Medical Examiner for the purpose of satisfying the requirements as to 
health unless they are already employees of the Hospital and have previously undergone 
a medical examination and have a satisfactory sick leave record. 

 

3. Age 
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Age restriction shall only apply to a candidate where she/he is not classified as a new 
entrant (within the meaning of the Public Service Superannuation (Miscellaneous 
Provisions) Act, 2004).  A candidate who is not classified as a new entrant must be 
under 65 years of age on the first day of the month in which the latest date for 
receiving completed application forms for the office occurs. 

 

4. Garda Vetting 

Applicants who do not comply with the Hospital’s requirements in this regard will be 
excluded from the competition. 

 
5. Professional Qualifications, Experience, etc. 
 

Candidates must possess on the latest date for receiving completed applications for the 
office: 

 
 

a) one of the following qualifications (or equivalent)  
 

(i) a Degree, Diploma or Certificate in Hotel and Catering Management or 

Institutional Management granted by a recognised College after a course of not 

less than two years 

or 
(ii) a Diploma in Dietetics granted by a recognised College 

    and  

b) at least three year’s satisfactory experience in the direction and control of the catering 

arrangements for an institution or other establishment catering for a minimum of 200 

persons per day  

     or 

c) a total of at least five year’s satisfactory experience in the direction and control or in 

assisting in the direction and control of the catering arrangements for an institution or 

other establishment catering for a minimum of 200 persons per day 

     and 

d) the requisite knowledge and ability (including a high standard of suitability and 

management ability) for the proper discharge of the duties of the office. 

  

 Thorough knowledge of HACCP system. 

Knowledge of the Health Information and Quality Authority (HIQA) Standards as they 
apply to the role. 

6. Desirable 

 

It is highly desirable that candidates have a keen commitment to the implementation 
of accredited hygiene systems. 

 Knowledge of relevant computerised systems. 
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CATERING OFFICER GRADE I 
 

PERSON SPECIFICATION 

POST:    Catering Officer Grade 1 
 
REPORTS TO:  Deputy Chief Executive 
 

 ESSENTIAL DESIRABLE 

QUALIFICATIONS   A Degree, Diploma or Certificate in 
Hotel & Catering Management or 
Institutional Management granted by a 
recognised College after a course of not 
less than 2 years 

or 

 Diploma in Dietetics granted by a 
recognised College 

 

EXPERIENCE  Have at least three year’s satisfactory 
experience in the direction and control 
of the catering arrangements for an 
institution or other establishment 
catering for a minimum of 200 
persons/day 

or 

 Have at least five year’s satisfactory 
experience in the direction and control 
or in assisting in the direction and 
control of the catering arrangements for 
an institution or other establishment 
catering for a minimum of 200 persons 
per day. 

 

 Experience in the 
implementation of 
accredited 
hygiene systems. 

PROFESSIONAL 
KNOWLEDGE 

 Knowledge of the HACCP system 

 Knowledge of the Health Information & 
Quality Authority (HIQA) Standards as 
they apply to the role 

 Knowledge of good quality food 
production  

 Knowledge of 
relevant 
computerised 
systems is 
desirable 

COMPETENCIES  Excellent Supervisory/Management skills 

 Ability to organise and communicate 
effectively. 

 Good problem solving & decision making 
ability. 

 Excellent interpersonal skills 

 Ability to lead and motivate others. 

 Teaching/Training 
skills. 
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 Ability to display initiative and 
implement change. 

 Understanding of Resource 
Management/Service Planning. 

OTHER 
REQUIREMENTS 

 Flexible to changing needs. 
 

 Willingness and 
interest in 
progressing own 
professional 
development. 

 

 

CATERING OFFICER GRADE I 
 

PARTICULARS OF OFFICE 
 

1. The appointment is wholetime, permanent and pensionable.  The person appointed 
shall hold the office for a probationary period of six months, which the Hospital may 
at its discretion extend.  The person appointed shall cease to hold office at the end 
of the probationary period unless during such period the Hospital has certified that 
the service of such person is satisfactory. 

 

The mandatory retirement age for new entrant staff in employment in the public 
service after 1st January 2013 is 70 years.  In accordance with HR Circular 029/2018 
all other appointees who have not already reached their retirement age before 26th 
December 2018 will have the choice to work beyond the age of 65 to age 70 if they 
so choose.   
 

2. Salary 

The salary scale for this post is in accordance with HSE approved salary scales. 
01/09/19 PSPP: 
€47,589; €48,736; €50,121; €52,725; €54,277; 1st LSI €56,216; 2nd LSI €58,158 
 

The above salary scale is in respect of a full time post and will be calculated on a pro 
rata basis applicable to Part-time posts. 
 
New appointees will commence on the first point of the pay scale unless they have 
previous verified public sector service in a similar grade in the Civil Service, Local 
Authority Service, Health Service and other public service bodies or agencies, in 
Ireland. 
 

3. Superannuation Contributions 

New entrants appointed will be required to participate in the Single Public Service 
Pension Scheme and pay Superannuation contributions at the appropriate rates in 
accordance with the provisions of the Public Service Pensions (Single Scheme and Other 
Provisions) Act, 2012.   
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All other appointees will be required to register with the Voluntary Hospitals 
Superannuation Scheme and will pay superannuation contributions as follows: 

 

(a) Persons who become pensionable officers of the Hospital, who are 
liable to pay the Class A rate of PRSI contribution will be required 

in respect of their superannuation to contribute to the Hospital at 

the rate of 1.5% of their pensionable remuneration plus 3.5 % of 

net pensionable remuneration (i.e. pensionable remuneration less 

twice the annual rate of social insurance old age contributory 

pension payable at the maximum rate to a person with no adult 

dependent or qualified children)  

 
(b) persons who become pensionable officers of the Hospital who are liable to pay 

the Class D rate of PRSI contribution will be required in respect of their 
superannuation, to contribute to the Hospital at the rate of 5% of their 
pensionable remuneration in accordance with the terms of the Scheme.  

(c) All persons who become pensionable officers of the Hospital, are 

required, in respect of the V.H.S.S. (Spouses and Childrens 

Contributory Pension) Scheme, 1986, to contribute to the 
Hospital at the rate of 1.5% of their pensionable remuneration in 

accordance with the terms of the Scheme.  
 

4. P.R.S.I.  

An officer's date of appointment will be the determining factor in deciding which PRSI Class 
is applicable:- 

(a) Officers appointed on or after 6th April, 1995 from competitions advertised 
and run before that date will be covered by Class A insurance. 

(b) Officers appointed before 6th April, 1995 who resign from the health 
service prior to or after that date and who are subsequently re-appointed 
or re-admitted to pensionable posts on or after 6th April, 1995 will be 
covered by Class A insurance. 

(c) The Class A rate of PRSI contribution will apply to persons appointed to 
pensionable health service officer posts on or after 6th April, 1995 unless: 

(i) any person who is, immediately prior to appointment, serving 
elsewhere in the public sector and paying the Class B, C or D rate of 
PRSI contribution. 

    or 

(ii) any person who is serving with an agency to which the Local 
Government Superannuation Code or the Voluntary Hospitals 
Superannuation Scheme or, in the case of Medical Officer posts, the 
Nominated Health Agencies Superannuation Scheme applies on 5th 
April 1995 and is paying full PRSI (Class A) on that date and, without 
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a break in employment, is subsequently appointed to a pensionable 
health service officer post will pay Class D PRSI. 

 

5. Terms of Employment  

 All persons employed will sign an employment contract, which will contain terms and 
conditions of the employment.  

6. Job Description  

A job description is given to all applicants for employment and this will form part of the 
contract documentation. 

7. Scheduled Hours of Duty 

39 hours per week between the hours of 8.00 am to 8.00 pm on a 5 day or 7 day rota. 
The nature of the appointment may involve/require attendance at the hospital outside 
of scheduled hours.    

Full flexibility in consideration of service needs is required. 

HSE Circular 003-2009 “Matching Working Patterns to Service Needs (Extended Working 
Day/Week Arrangements); Framework for Implementation of Clause 30.4 of Towards 
2016” applies.  Under the terms of this circular, all new entrants and staff appointed to 
promotional posts from Dec 16th 2008 will be required to work agreed roster/on call 
arrangements as advised by their line manager.  Contracted hours of work are liable to 
change between the hours of 8 am-9pm over seven days to meet the requirements for 
extended day services in accordance with the terms of the Framework Agreement 
(Implementation of Clause 30.4 of Towards 2016) 
 

8. Annual Leave 

28 working days per annum on appointment plus 9 Public Holidays (based on a 39 hour 
week).  For employees working less than whole time hours annual leave will be calculated 
on a pro rata basis.  Public Holidays are granted in accordance with the provisions of 
the Organisation of Working Time Act, 1997.   
 
Pro-rata annual leave entitlement applies to part-time posts. 
 

9.  Sick Leave  
 
 There is a discretionary sick pay scheme, details of which are available from the Human 

Resources Department.  Sick pay is contingent on full cooperation and compliance with 
the Hospitals absence management procedures.   

10. Uniform  
 
The Appointee will be required to comply with existing dress code regulations. 
The Appointee will also be required to wear an identity badge in line with existing 
conditions.  



Human Resources Department, St. John’s Hospital     February 2020 

Page 11 of 12 
 

 

 

11. Confidentiality  
 
In the course of assignment, the person assigned may have access to, or hear 
information concerning the medical or personal affairs of patients and/or staff, or 
other health service business. Such records and information are strictly confidential 
and, unless acting on the instructions of an authorised officer, on no account must 
information concerning staff, patients or other health service business be divulged or 
discussed except in the performance of normal duty. In addition, records must ever be 
left in a manner that unauthorised persons can obtain access to them and must be kept 
in safe custody when no longer required. You will be required to comply with the 
legislation in respect of the General Data Protection Regulation (GDPR).  

 

12. Probation  

 

Permanent employment will be probationary for the first six months, during which 
time the Department Head will carry out periodic probation assessment reviews.  The 
appointee will cease to hold office at the end of or during the probationary period 
unless during such period the Hospital has certified that their service is satisfactory. 

 
13. Termination of contract  
 

One calendar months’ notice in writing, on either side, except in circumstances where 
the Hospital authority is of the opinion that the holder of the office has failed to perform 
satisfactorily the duties of his/her office or has misconducted himself/herself in relation 
to such office or is otherwise unfit to hold office. 

14. The person assigned will be required to reside within a reasonable distance of the 
Hospital. 

 
15. Hospital Policies and Procedures 
 

The assignee is obliged to adhere to Hospital policies and procedures at all times.  Details 
of the Hospital’s policies and procedures, including the Grievance and Disciplinary 
Procedure and Managing Attendance Policy, are available in each department and on the 
Hospitals intranet. 

 

CATERING OFFICER GRADE I 
 

RULES OF THE COMPETITION  
  

1. Method of Selection for Recommendation: 
 

1.1 A shortlisting of candidates may occur which will be based on the applicant’s 
qualifications, suitability and relevant work experience as detailed in the 
Application form. 
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1.2. A recommendation for appointment will be made by an Interview Board.  The 
appointment will be based on this recommendation, except where considerations 
of health or an unsuitable record in previous employment warrants a departure. 

 

1.3. Candidates must produce satisfactory documentary evidence of all training and 
experience claimed by them, if required by the Interview Board. 

 

1.4. The selection process will involve assessment of the competencies detailed in the 
job description and person specification. 

 

2. Medical Examination: 
 

 For the purpose of satisfying the requirements as to health, the successful candidate, 
before being appointed, shall undergo such medical examinations (which may include x-
ray and/or other special tests), as the Medical Examiner considers necessary. 

 

3. Garda Vetting 

In accordance with Hospital policy Garda Vetting will form part of the selection process.  
Specific instruction on this process will be given at the appropriate time.  Applicants who 
do not comply with the Hospital’s requirements in this regard will be excluded from the 
competition. 

 

4. Making of Application: 
 

 Applications only on Hospital’s Standard Application form.  Completed application forms 
should be forwarded by email to recruitment@stjohnshospital.ie or posted to the Human 
Resources Department, St.  John’s Hospital, John’s Square, Limerick, V94 H272 not later 
than 12.00 noon Friday 28th February 2020.  Late application will not be accepted 

 

5. Expenses: 
 

 The Hospital will not be responsible for any expenses, including travel expenses, which 
candidates may incur in connection with their candidature.  

 

6. Use of Influence: 
 

 Any attempt by a candidate either personally or through any other person, on their 
behalf, to canvass or otherwise influence the outcome of the selection/interview process 
in his/her favour will lead to disqualification from the competition.  Any representations 
made on behalf of a candidate, without his/her knowledge, will be ignored/discarded. 
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