
 

Job Vacancy Information Pack 
Post: Communication & Admin Assistant 

Job Reference: FZ2106 (please quote on application form) 

 

This pack contains all the information you need to know when applying for a vacancy at Fife 

Zoo. Included in the sections below:  

1. Important Information 

• Useful information about the recruitment process, equal opportunities, the 

company and department information.  

2. How to apply  

• Accepted methods of application and how to submit an application.  

3. Application form 

• Fife Zoo encourages environmentally friendly practices. Please complete your 

application electronically and return via e-mail.  

4. Job Description 

• A breakdown of the vacancy and what is expected from the successful 

applicant.  

5. Job and Person Specification  

• A list of essential and desirable criteria for the post.  

 

Important Information  
The Organisation  

Thank you for your interest in the advertised vacancy. Since we opened our gates to the public 

in 2015, Fife Zoo has been constantly evolving and striving to become the best little zoo in 

Scotland. Through our walkthrough and immersive exhibits, our visitors are taken on a 

journey into the heart of Africa. With over 40 animals across 10 different species and ethical 

and sustainable catering and retail outlets, we aim to provide a quality, value-for-money 

experience that excites and inspires our visitors.  

Equal Opportunities  

Fife Zoo is committed to equal opportunities in all aspects of recruitment and employment. 

Job descriptions and person specifications define the qualifications, experience and other 



 
skills required for the post and will only include those factors which are necessary and 

justifiable on objective criteria for the satisfactory performance of the job.  

As part of our commitment to equal opportunities we are monitoring job applications for 

equality purposes. To help us in our efforts we ask you to complete an equal opportunities 

monitoring form at the end of the job application form. The equal opportunities monitoring 

form will be detached from your application form, stored separately and used solely to 

provide statistics for monitoring purposes.  

Fife Zoo’s Mission Statement  

To promote the conservation of biodiversity through education, research and our own 

passion for the natural world. For a diverse and sustainable natural world where people, 

plants and wildlife co-exist.  

Visitor Experience department at Fife Zoo  

The Visitor Experience department is responsible for all front-facing visitor activities, including 

retail, leisure, catering, and hospitality. The catering and hospitality team are responsible for 

the smooth-running of the zoos catering outlets, events and functions.  

Use of Curriculum Vitae (CV’s)  

It is our policy to recruit our employees based on their suitability for the vacancy.  

An application form allows us to compare individuals based on the same criteria and as such 

we do not accept a CV unless it is accompanied by a fully completed application form.  

Shortlisting  

To ensure that the people we employ are matched to the role and our aims as a business, we 

operate a robust shortlisting procedure which involves a two-stage interview process. 

Candidates should ensure before they apply for a position with Fife Zoo, they must meet the 

essential criteria outlined in the person specification and are available to attend interviews 

on the dates outlined on the job specification.  

Due to the volume of applications we receive, it is our policy not to inform candidates who 

have not been shortlisted to interview stage. If you do not hear from us within one month of 

the closing date, we will have decided not to take your application any further. 

Pre- employment Checks  

All offers of employment are made subject to the following criteria:  

1. Proof of eligibility to work in the UK; 

2. Two satisfactory references. 



 

How to Apply  
All applicants are required to fully complete the Fife Zoo application form to be considered 

for any advertised vacancy. You should refer to the person specification when completing the 

application form, as this is the criteria we use to measure you against.  

Complete application forms should be returned to the Zoo by midnight of the closing date 

specified. Late applications will not be accepted under any circumstance.  

Fife Zoo promotes green practices. Please support us in our endeavours by completing the 

application form electronically and returning via email.  

A CV can only be used as a supportive document to the application form and cannot be used 

to replace any part of the application form. Applicants who have used their CV to replace 

parts of the application form will have their application rejected.  

Complete application forms should be returned to the Zoo via the below means:  

Email: working@fifezoo.co.uk  

And if email is unavailable  

Post: Fife Zoo, Birnie Field, Kinloch, Ladybank, Fife, KY15 7UT  

 

Application Form  
The Fife Zoo application form is available to download from the vacancies page of our website 

in pdf and word format (http://www.fifezoo.co.uk/vacancies). 
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Job Description 
Job Title:    Chef 

Reporting to:    Visitor Experience Supervisor / Visitor Experience Manager 

Department:    Visitor Experience 

 

Primary Responsibilities  

• Maintain an excellent level of preparation and service to exceed expectations. 

• Responsibly manage stock and record keeping. 

• Maintain health and hygiene standards in food preparation and service areas.  

 

Key Work Objectives  

• Employ food safety best practices and makes sure that all kitchen staff members do 

the same.  

• Work a busy service, including cooking, quality control and presentation of hot and 

cold dishes.  

• Catering for on-site events and functions.  

• Maintaining cleaning schedules and KP duties.  

• Assist in the monitoring and ordering of stock. Receiving deliveries. 

• Take responsibility for daily record keeping, including temperature checks and 

cleaning schedules. 

• Support the training of new kitchen staff. 

• Support the development of our plant-based menu. 

• Keep up-to-date on restaurant industry trends. 

• General administration support to ensure the smooth running of the department.  

• Assisting the front of house team as and when needed.  

 

General  

• Maintain high levels of professionalism, service and personal appearance. 

• Undertake any other reasonable duties which may be requested of you by the 

management team.  

• To be responsible, along with other staff members, for compliance with health and 

safety regulations for yourself, other staff and visitors.  

• To support the zoos environmental practices in your day-to-day operations.  



 

Job Specification 
Job Title:   Chef  

Reporting to:    Visitor Experience Supervisor / Visitor Experience Manager 

Working Hours:  40 hours per week scheduled in accordance with the business 

requirements. To include weekends and bank holidays as 

required. Hourly  

Rate:     £18,000 - £20,000 per annum  

Contract Permanent (subject to the successful completion of a 

probationary period).  

Purpose of Role:  To support the Visitor Experience department in achieving its 

strategic objectives.  

 

Main Duties & Responsibilities  

• Food preparation for all catering outlets on-site.  

• Cooking visitor orders to the highest standards.  

• Daily, weekly and monthly record keeping.  

• Maintaining health and hygiene standards across all catering outlets.  

 

Candidate  

• Excellent communication skills, written and verbal.  

• Personable and enthusiastic.  

• Trustworthy and honest.  

• Previous experience working in a kitchen environment.  

 

Start Date: As soon as possible  

Closing Date for Applications: 8th November 2021 

Interviews to be Held: First Stage Interviews will be held on 10th November 2021 followed 

by Second Stage Interviews held on dates to be confirmed.  

 

 



 

Person Specification 
JOB TITLE: CHEF 

 

Assessment Criteria 
Essential (E) 
Desirable (D) 

 
Experience 

 

Working in a busy kitchen environment E 
Working cleaning schedules E 

Record keeping and kitchen documentation E 
Managing stock E 
Working within budget guidelines E 

Catering for functions and events D 

Working in a customer service environment D 
 
Skills / Abilities 
 

Ability to work well under pressure E 
Ability to work alone and as part of a team E 

Ability to use your own initiative E 

Ability to multi-task and manage multiple jobs at one time E 
 
Knowledge 

 
Basic understanding of health and safety requirements E 
Basic I.T. skills, including Word and Excel E 

 
Qualifications 
 

Level 2 Food Hygiene Certificate E 
Food Allergy Awareness Certificate E 

National 5 A-C level (in numeracy and literacy) D 
SVQ Professional Cookery (Level 6) D 

 

 


