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Job Description

	For HRU use only
	Ref: DBS3282


	Directorate
	Commissioning and Investment

	Section/Location
	Catering Services

	Post Title
	Unit Supervisor

	Permanent/Temp
	Permanent

	Grade
	6 (scp 21 – 24)

	Responsible to
	Operational Manager (Facilities)

	Responsible for
	Catering Assistants

	Job Purpose

	To be responsible for the safe, effective and efficient operation of all aspects of the catering service including management of the team, production of hot and cold food and the completion of all financial returns. 



	Job Content

	To organise and manage the day to day catering operation for the pupils, school staff and visitors ensuring that a high standard of catering is provided to all customers within the agreed financial targets. 
To work with the management team in contributing towards the development of the catering service through innovation and partnership, mindful of the health and wellbeing of pupils for the promotion of healthy and well balanced lifestyles.

Day to day duties include but are not limited to undertaking the following :
1. To oversee food preparation, cooking and finishing and ensure compliance with council policy, procedures and standards relevant legislation and budget controls.

2. With help from any catering assistants, clean, prepare, cook and finish foods for dishes in line with council policy, procedures and standards and relevant legislation and serve meals to children.

3. Produce the necessary volume of meals to meet requirements. 

4. To ensure menu planning is in line with School Food Plan, current legislation and budget control.

5. To supervise all catering staff.

6. To ensure recipes are followed and portion controls are adhered to.

7. To ensure staff minimise all kitchen wastage.

8. To ensure compliance with legislation and council policies and procedures. 

9. To ensure adequate stocks and order appropriately in line with council policy.

10. To ensure consistent quality of food.

11. To manage costs, staffing levels, food costs and achieve targets set by the Operational Manager. 

12. To assist catering assistants in their personal development including undertaking IPRs.

13. To manage a team and maintain good working relationships with colleagues.

14. To undertake continuous personal development and attend training as required including during school holidays.

15. Liaise with Head Teachers, staff, parents, visitors, and council staff.

16. Checking and recording all goods received.

17. Undertake induction training of new employees.

18.  Ensure hospitality requests follow Catering Services guidelines.



	Performance standards

	Ability to work to strict deadlines.

To ensure that agreed targets are achieved.
To ensure compliance in relation to food safety
Ability to work under regular pressure
Ability to deliver excellent levels of service and high Quality Customer Care
Ability to understand and embrace the ethos of the school


	Working conditions

	Working in a medium size school kitchen and dining room

Working under pressure and to timescales to ensure that food is served on time.





PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Knowledge of catering in the education sector.
Ability to cook high quality food for large numbers.

Must have excellent communication skills.
Excellent organisational and time management skills.
Ability to prioritise work and meet deadlines.
Sound literacy and numeracy skills.

Managing and leading staff (giving feedback, delegation recognising staff training needs, acting as a role model, motivating and supporting staff).

Preparation, cooking and finishing all dishes on the menu and any hospitality requirements

Organisational and planning skills.

Time management skills.

Methodical in approach.

Communication (informing others, listening to instructions passing on instructions).

Effective team member to lead by example 

Work effectively under pressure.

Work to tight budgets.

Able to creatively present nutritious food in a way that is attractive to children.

Resourceful (able to make the best use of limited ingredients).

Able to demonstrate high levels of customer service.


	Knowledge of a wide range of cuisines and cookery techniques

Proven ability to manage budgets

Sound IT skills


	Interview

	Qualifications and Training
	A recognised hospitality qualification

Basic food hygiene certificate (willing to undertake Intermediate food hygiene certificate within 6 months of commencement)


	Intermediate food hygiene certificate

A recognised management qualification
	Certificates

Interview

	Experience
	Experience of working in a school kitchen.

Experience in setting and achieving goals and targets


	Management experience in a similar role.


	Interview

	Special Requirements
	Manual dexterity
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