Cook / Catering Supervisor – Grade 5
Specific Post Objectives:

· To organise and supervise the kitchen and dining room to meet the needs of the school.

· To carry out the administration, organisation and food production, to ensure that food service is efficient and that the standards and financial targets set for the unit are met.  

Responsibilities:
Within the policy, guidelines, standards, targets and methods laid down to:

· Plan menus, organise and carry out production of meals in accordance with the Recipe Manual and ensure their efficient service, and to order all food and commodities required in the kitchen.  

· Operate the kitchen stores, including stock control, commodity records and security.

· To supervise and assist with the provision of meals including preparation, cooking and serving, assistance with cleaning as required.  

· To ensure the correct completion of all appropriate returns and records in accordance with current school policy.

· To ensure the use of correct work methods and practice by all kitchen staff and that the laid down legal standards of kitchen and personal hygiene, general health and safety are maintained.  This includes the training of staff as required.  

· To ensure that all equipment is kept in good working order and that repair and maintenance is carried out as necessary.  To inform the School Administrator of any defects in equipment and premises not meeting health and safety legislation and food hygiene regulation requirements.  To ensure that equipment and items of first aid are adequate for use.  

· To assist in assessing catering and staffing needs and to participate with interviewing prospective kitchen employees.  

· To carry out emergency feeding if required.

· To be responsible for, and organiser of, preparation of the room(s) used for dining including positioning or erection of furniture and the cleaning and sweeping of rooms after use.  

· To undergo training in the workplace and on formal courses.  To have the opportunity, if requested by the employee, to develop catering and management skills.

· To undertake such other duties as required for the effective operation of the unit as are appropriate to the grade of the post.  

Selection Criteria:

Essential:

· Able to follow procedures

· Able to communicate effectively

· Able to use own initiative

· Able to plan and manage time effectively

· Able to work alone and as part of a team

· Able to motivate staff

· Able to understand the needs of our customers

· Be physically fit

· Have a basic working knowledge of Health & Safety

· Understand stock control

· A good standard of general education

· A clean and smart appearance 

Desirable:

· Experience of managing a single site catering operation

· Knowledge of Quality Assurance systems

· Experience of marketing in increase trade

· Experience of working within and managing budgets

· Experience of handling cash

· NVQ City & Guilds 706 ½ or equivalent

· Basic food hygiene certificate

