
 
 

FURTHER PARTICULARS 
 

Job Title:  Hall Assistant   

Department:  Buttery 

Responsible to:  Steward 

Grade:    College Grade 2 (£17,160 - £18,740 pa according to relevant experience) 

 

General Overview 

The Hall Assistant is responsible, under the supervision of the Steward and Deputy Steward, to provide the 
highest standard of catering service, cleanliness and hygiene across all catering service areas in the College.  
The post holder is responsible for providing first class service to the Fellows and their guests, students who 
dine in College and external guests who use the College catering facilities. 
 

The College 
Brasenose College is one of the older foundations in the University of Oxford. Originating in one of the 
medieval halls of the University – the gate of which was presumably adorned by the still-surviving ‘brazen 
nose’, or sanctuary door-knocker – it was founded on the site of the King’s Hall in 1509. 
 
Currently, Brasenose has approximately 365 undergraduates and about 220 graduates, a fellowship of 
around 40 and a similar number of lecturers.  It is one of the medium-sized Oxford colleges and is known 
for its friendly community. 
 
More information about the College is available on its website at www.bnc.ox.ac.uk 

 

Duties 

To perform duties connected to the efficient provision of the meal service for Fellows, staff and students 

including: 

 

 To clean and tidy all areas associated with the Hall to the highest standard. 

 Attendance in Main Hall and other function areas during meal service to assist with serving food 
and wine and table clearing in a courteous, friendly and professional manner. 

 Assistance with any special preparations for College Functions. 

 Laying up of tables in Main Hall or function rooms. 

 Assisting with wine deliveries. 

 Maintaining visual checks within work area identifying possible hazards and rectify or report to the 
Steward or Deputy Steward. 

 To undertake inventory checks of items as required. 

 Adhere to the correct procedures according to COSHH regulations when using approved chemicals.   

 Work safely and comply with all Health and Safety regulations and COSHH. 

 Comply with the Food Safety Act and General Food Hygiene Regulations. 

 Ensure that silver and cutlery is checked and returned after use. 

 To supervise staff when directed to do so. 

 Cleaning duties:  
*Daily cleaning 
*Cleaning of silver, glasses and cutlery prior to table being laid 
*Assistance with washing glasses either by hand or by machine 

http://www.bnc.ox.ac.uk/


 
 

General: 

 To participate in training designed to minimise occupational risks. 

 To wear protective clothing supplied and follow directions on safe working methods. 

 To work flexibly within the team, providing support to colleagues and liaising with colleagues in 

other departments as required.  

 Working a two week shift rota including split shifts on alternate weekends in order to meet the 

operational requirements of the College. 

 The post holder will be required to be familiar with, and work in accordance with, all College’s 

policies and procedures. 

 To be willing to work on bank holidays when the College is open and any reasonable request for 

overtime as to meet the needs of the College. 

 The post holder will be expected to undertake any other duties or tasks as reasonably directed or 

requested by the Steward. The job description may be subject to review in consultation with the 

post holder. 

 

Person Specification 

Knowledge and Experience Desirable/Essential 

Experience of similar work Desirable 

Experience of a previous customer service based role and understanding of 

the importance of this 

Essential 

Ability to work to the required standards (care in service delivery, 

professionalism and  presentation)  

Essential 

Capable and willing to work using own initiative Essential 

Ability to work as part of a team  Essential 

Able to work flexible hours (if required) Essential 

Interest in food and wine service Desirable 

Personal Qualities  

Reliable, good timekeeping Essential 

Clean and tidy appearance Essential 

A good standard of spoken and written English Essential 

Physical Qualities  

Capable of fulfilling the requirements of the role which involves standing, 

carrying and lifting 

Essential 

 



 
 

Additional Information 

Appointment:  This is a full time position. There will be an initial probationary period of six months.  
During this period the post holder’s employment may be terminated by one week’s notice on either side.  
Thereafter the period of notice to terminate employment is one month.  The appointment will be 
conditional on verification of the successful candidate’s eligibility for employment in this country by 
checking an up to date passport or birth certificate in advance of employment, and subject to the receipt 
of satisfactory references and medical clearance from Occupational Health. 
 

Salary:  College Grade 2 currently £17,160 - £18,740 pa, depending on previous related experience.   
 

Hours of Working:  Full time 40 hours each week on a two week rota of early (7.15am) or late shift 
(12.15pm), Monday to Friday, with a day off in the week, and alternate weekends on split shifts Saturday 
10am – 2pm and 6pm to 8pm and Sunday 10am – 2pm and 5.30pm – 9.30pm.  The post holder will be 
required to work the hours necessary to fulfil the job requirements and subject to operational needs. 
 

Benefits 
 Pension - Employment with the College provides access to the Oxford Staff Pension Scheme (OSPS) 

and it is for this scheme alone that it will pay the employer’s contribution. The successful candidate 
will be entered into this scheme automatically on joining, but on-going membership of the scheme 
is optional. 

 Salary Exchange Scheme -   If you join the Oxford University Staff Pension Scheme you will also be 
enrolled into the Salary Exchange Pension Contributions Scheme on or around three months after 
joining Brasenose staff.  This scheme is financially advantageous both to the employee and the 
College as the employer. 

 Annual leave - 30 days annual leave (5 days to be taken over Christmas break) plus statutory Bank 
Holidays.  The remainder to be taken in agreement with the Steward 

 Meals - Employees are entitled to take lunch free of charge in Hall each day they work when the 
kitchen is open. 

 Travel Pass Loan Scheme  - after probation completed 

 Cycle to Work  - after probation completed 

 University Card  - for discounts in shops, cafes and restaurants and University Leisure facilities 
 

Other Information:  No smoking is allowed in any part of the College, except the designated smoking 
area.   
 
This post is subject to recruitment monitoring to ensure that the selection process is consistent with the 
law and the College’s Equal Opportunity Policy and Code of Practice.  You are asked to complete the 
Recruitment Monitoring Form which is available on the website. This should be returned with your 
application, but should be placed in a separate sealed envelope addressed to the HR Manager. The 
information supplied on the form will play no part in the selection process.   
 
Data Protection. All data supplied by applicants will be used only for the purposes of determining their 
suitability for the post and will be held in accordance with the principles of the Data Protection Act 1998. 
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