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JOB DESCRIPTION & PERSON SPECIFICATION FOR COOK AND MEAL ORGANISER 

AT HOWARD GARDEN SOCIAL CENTRE 

  

BACKGROUND 

The Howard Garden Social Centre (HGSC) is a registered charity, established in 1953. The purpose of The 

Centre is to provide social facilities to older people (60 plus) who reside in Letchworth and surrounding 

towns and villages to overcome social isolation.   The Centre opening days are Monday to Friday, we 

have a daily activity and a two course lunch.  

We also support the community by enabling The Centre to be hired out by other local organisations. 

The Centre is managed by an Executive Committee of its trustees. The small staff team consists of a 

manager, Centre coordinator, cook and a cleaner. The rest of the people involved in the running of The 

Centre are volunteers.  

The post holder will be based at Howard Garden Social Centre, Norton Way South, Letchworth Garden 

City, Hertfordshire SG6 1SU.  

What’s on offer? 

Permanent employment contract to work 24 hours per week (8.30am – 1 pm Monday to Friday) 

including foodbank collection Tuesday evening.  

Salary – £1,300 per month (equivalent to: £12.50 per hour or £15,600.00 per annum) 

Workplace pension provided with employer and employee contributions of 5% 

Any additional hours worked will be paid at £12.50 per hour – provided this has been agreed in advance 

with the Centre Manager or Trustee. 

Annual Leave – 28 days which includes bank holidays.  This includes a period of compulsory leave over 

the Christmas period when The Centre is closed. 

This role will require a DBS check. There will be a probationary period of three months. The notice 

period will be one month. Training requirements will be supported. 

The start date will be September 2024 or earlier.   

The closing date for applications is 26 August 2024 and interviews will take place w/c 2 September 2024. 
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JOB TITLE 

Cook and Meal Organiser, Howard Garden Social Centre. 

REPORTS TO 

The Centre Manager. The post holder will also work with Centre volunteers to deliver the hot lunch 

service for members and any catering for special events. 

PURPOSE OF ROLE 

The role will be responsible for planning, preparation and cooking and meals for members of The 

Centre, as part of the weekday lunch service (currently supplied Monday to Friday) 

KEY RESPONSIBILITIES 

• To assist the Centre Manager in the provision of a lunch service 

• To liaise with the Centre Manger in the preparation of menus 

• To liaise with the Centre Manager with regard to ordering and purchasing of food and other 

supplies  

• To take responsibility for ensuring that the food collection takes place 

• To perform regular stock-takes and ensure that menus are planned in advance, in order to 

reduce wastage 

• To manage the food storage and kitchen areas of the Centre 

• To ensure that food handling, hygiene and health and safety legislation is carried out 

• To be compliant with the requirements by our food providers in relation to storing and 

distribution of food to our members.  

• To keep relevant paperwork up to date 

SKILLS AND EXPERIENCE REQUIRED 

• Catering experience, preferably in an institution such as a care home or school   

• Experience of applying food handling and food hygiene legislation, and running a lunch service 

that complies with health and safety requirements 

• Experience of meal planning and food ordering. 

• Qualifications, training or experience in some or all of the following: 

o Food Hygiene Certificate (Level 2) is essential 

o Health and Safety 

o First Aid  

• Flexible and able to work under pressure 

• Able to work with people at all levels and has good communication skills 

• Able to work using own initiative 

• Experience of working with volunteers to deliver a meal service is preferred but not essential 
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If you are interested in applying for this role, please email your CV and a brief explanation of why you 

are suited to this role, to the following email address: admin@howardgardensocial.org  
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