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Job Description

	For HRU use only
	Ref: DBS3286


	Directorate
	Facilities and Fair Access

	Section/Location
	Catering Services

	Post Title
	Assistant Unit Manager

	Permanent/Temp
	Permanent

	Grade
	4 (scp 13 - 16)

	Responsible to
	Unit  Manager

	Responsible for
	

	Job Purpose

	To support the unit manager with the production of hot and cold food and the completion of all financial returns. 



	Job Content

	To assist the unit manager with the organisation and management of the day to day catering operation for the students, school staff and visitors ensuring that a high standard of catering is provided to all customers within the agreed financial targets. 
To support the management team by providing sickness cover for supervisors and unit managers where appropriate.

Day to day duties include but are not limited to undertaking the following :
1. To assist with 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 customers.

3. Assist with the production of the necessary volume of meals to meet requirements. 

4. To assist with the supervision of all catering staff.
5. To deputise for the unit manager in their absence.
6. To ensure recipes are followed and portion controls are adhered to.

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

8. To support the unit manager by ensuring that there are adequate stocks and order appropriately in line with council policy.

9. To ensure consistent quality of food.

10. To assist the unit manager with the management of costs, staffing levels, food costs 
11. To assist the unit manager with the management of the team and maintain good working relationships with colleagues.

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

13. Liaise with Head Teachers, staff, parents, visitors, and council staff in the absence of the unit manager.
14. To assist with the induction training of new employees.



	Performance standards

	To prepare, cook and serve food to an excellent standard.

Ability to deliver excellent levels of service and high Quality Customer Care
To work to strict deadlines within a pressurised environment of a busy school.

To ensure that agreed targets are achieved.

To manage resources, keeping waste to a minimum.

To ensure that safe and hygienic working practices are undertaken and that all relevant legislation is adhered to, including but not restricted to The Health & Safety at work Act and The Food Safety Act.



	Working conditions

	Working in a compact school kitchen
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.

Must have strong leadership skills.

Excellent organisational and time management skills.

Ability to prioritise work and meet deadlines.

Sound literacy and numeracy skills.


	Knowledge of catering in the commercial sector.

Proven ability to manage budgets

Sound IT skills

Proficient in Microsoft word and Excel


	Interview

	Qualifications and Training
	A recognised hospitality qualification

Level 2 food hygiene certificate 


	A recognised hospitality management qualification

Level 3 food hygiene certificate


	Certificates

Interview

	Experience
	Experience of providing management / supervisory cover in a school environment


	Experience of cooking in a medium school kitchen for up to 300 students.


	

	Special Requirements
	Manual dexterity
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