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	Parliamentary Service Department
Job Description



Waitperson (Part Time)
	Classification:
	Waitperson

	Type of employment:
	Part time – Sessional

	Unit:
	Catering Services

	Date last updated:
	March 2025

	This position reports directly to:
	Dining Room Manager

	This positions Supervisor is responsible to:
	Catering Services Manager

	Number of staff reporting to this position:
	Nil


About the Unit
Parliamentary Services Department Catering Services is responsible for ensuring Members, staff and visitors are provided with appropriate food and beverage services. The unit maintains the safe management of food implementing HACPP and Work Health and Safety (WH&S) as well as follows the responsible service of alcohol (RSA). The unit is responsible for the management of the Parliamentary Refreshment Rooms (PRR) as a business entity including accounting for stock and finances. Catering is responsible for providing services at Parliament House and 2 Parliament Place.
The Dining Room is responsible for cleaning, presentation and service standards of all catering service areas (the bars, function room, dining room, cafeteria and serving kitchens) and ensures Members of Parliament, their guests, staff and support services staff are provided with a consistent high level of service
Primary Responsibilities 
1. Courteous food and beverage service to Members, guests and staff.
2. Full a la carte service and section responsibility in the Member’s Dining Room.
3. Function setup and service. 
4. Room service setup and service. 
5. Cleaning of designated areas.
6. Basic food handling and preparation.
Specific Duties
1. Prepare the Dining Room for service, including cleaning, room layout and table setting.
2. Provide standardised sequential a la carte service to Members and their guests.
3. Setup private dining rooms and functions for service.
4. Provide service in functions. 
5. Prepare room service catering trollies. 
6. Deliver room service trollies to meeting rooms. 
7. Maintain HACCP standards when handling food and utensils.
8. Basic food preparation for afternoon teas, suppers, working lunches and dinners (when required).
Selection Criteria
Essential
1. At least 2 years relevant hospitality expertise in a high profile environment, preferably with silver and a-la-carte service.
2. Reliable, dependable and diligent.
3. Proven high level of customer service skills.
4. Strong interpersonal skills.
5. Demonstrated experience working as part of a team.
6. Able to work in accordance with workplace safety guidelines.
7. Available to work late on nights the Parliament is sitting.
8. Adaptable to multiple catering operation areas.
Desirable
1. Barista Skills
Competencies

WORK STANDARDS
Setting high goals or standards of performance for self, direct reports, others and the organisation; being dissatisfied with average performance; self-imposing standards of excellent rather than having standards imposed by others.
QUALITY ORIENTATION/ATTENTION TO DETAIL
Accomplishing tasks through concern for all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks; maintaining watchfulness over a period of time.
CUSTOMER SERVICE/FOCUS
Pro-actively developing customer relationships by making efforts to listen to and understand the customer (both internal and external); anticipating and providing solutions to customer needs; giving high priority to customer satisfaction.
TEAMWORK/COLLABORATION
Working effectively with team/work group or those outside formal line of authority (eg. peers, senior managers) to accomplish organisation goals; taking actions that respect the needs and contributions of others; contributing to and accepting the consensus; subordinating own objectives to the objectives of the organisation or team.
COMMUNICATION
Expressing ideas effectively in individual and group situations (including non-verbal communication); adjusting language or terminology to the characteristics and needs of the audience.
ADAPTABILITY
Maintaining effectiveness in varying environments and with different tasks, responsibilities and people.
Unit Organisational Structure










Parliamentary Service Department Values
Parliamentary Service Department staff are expected to embrace the following four values, which underpin positive culture and behaviours.
Professional – Showing respect and professionalism in all aspects of work. 
Accountable – Being honest and trustworthy in performance of our public duties.
Transparent – Maintaining fairness and consistency.
Helpful – Cooperation among teams and with others while always showing encouragement. 
Further Information
· Provision of a National Police Clearance not more than twelve months old will be required prior to commencement in this position.
· Applicants must be an Australian citizen or permanent resident.
· Applicants may be required to undertake skills or psychometric testing.
Acknowledgement
I acknowledge that my supervisor has explained this job description to me:
_________________________		____________________	Date: _______________
             Employee Name		                  Employee Signature 
_________________________		____________________	Date: _______________
           Supervisor’s Name			  Supervisor’s Signature 
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