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	Job Title:
	Catering Supervisor
	Pay Band:
	5



	Job Purpose: 
	Responsible to the Catering Duty Manager for the outstanding supervision of the catering front of house service at the Dolphin Centre, quality assuring all aspects of customer experience and front of house staff supervision.



	Valued Behaviour Level:
	Level 1, Expected Competencies for all employees
	JE reference: C2762



What are you expected to do?

· Lead and supervise the front of house catering team, ensuring service standards are consistently maintained and delivered to a high standard. 
· Ensure all front of house, bar and catering areas are clean, safe, well-presented and fully operational, carrying out regular service monitoring and reporting any maintenance requirements. 
· Complete catering audits as directed by the Catering Duty Manager and support continuous service improvement. 
· Promote and demonstrate the Academy's values, standards and professional etiquette, ensuring all team members adhere to these expectations. 
· Provide day-to-day supervision, coaching and support to staff, addressing minor performance concerns promptly and escalating serious or ongoing issues to the Catering Duty Manager. 
· Deliver induction and operational training to new front of house employees, supporting their development and ensuring competency in their roles. 
· Actively contribute to team meetings, sharing feedback, identifying opportunities for improvement and supporting the achievement of service objectives. 
· Support workforce planning by maintaining accurate rotas, recording sickness absence and assisting with shift cover to ensure service continuity within operational and financial requirements. 
· Ensure employees are aware of and comply with absence reporting procedures, with all sickness absence accurately recorded and communicated. 
· Monitor health and safety compliance, ensuring staff work in accordance with risk assessments, safe systems of work and relevant procedures. 
· Implement standard operating procedures and maintain all associated records and documentation. 
· Respond effectively to emergencies, including coordinating the safe evacuation of catering facilities in line with established procedures. 
· Oversee the daily delivery of front of house catering, bar and event services, ensuring a positive customer experience. 
· In the absence of the Catering Duty Manager, oversee stock deliveries, storage and stock rotation within catering, cellar and bar areas, and monitor cash handling processes in accordance with audit requirements. 
· Ensure all food and beverage offerings meet required quality standards and are served in compliance with Food Safety legislation. 
· Manage customer enquiries, complaints and incidents professionally and promptly, resolving issues wherever possible and escalating more complex matters when necessary. 
· Report any safeguarding concerns immediately in accordance with organisational procedures. 
· Support the Catering Duty Manager with the effective day-to-day operation of catering services and contribute to the achievement of service, financial and customer satisfaction targets.



Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	NVQ Level 3 in a field relevant to the job description or City and Guilds 7061/2 or equivalent
	
	D

	2
	BIAAB National Certificate for Licensees
	
	D

	3
	Intermediate Food Hygiene Certificate
	
	D

	4
	First Aid at Work
	
	D

	
	Experience & Knowledge
	
	

	5
	Approximately 3 years’ experience of working in a catering/bar environment
	E
	

	6
	Approximately 1 year’s supervisory experience
	E
	

	7
	Experience of effectively dealing with queries and complaints
	E
	

	8
	Knowledge of health and safety issues
	E
	

	9
	Knowledge of food and beverage systems
	E
	

	10
	Experience of balancing cash and takings
	E
	

	11
	Hotel or restaurant catering background
	
	D

	12
	Experience of acting as licensee
	
	D

	13
	Experience of working in a target setting environment
	
	D

	14
	Previous supervisory/management experience
	
	D

	
	Skills
	
	

	15 
	Ability to organise and prioritise own work with minimum supervision 
	E
	

	16 
	Ability to control stock effectively 
	E
	

	17 
	Ability to apply accurate literacy and numeracy skills to include spelling, grammar, punctuation, percentages and decimals  
	E
	

	18 
	Ability to lead and motivate others 
	E
	

	19 
	Ability to communicate both orally and in writing to a range of audiences 
	E
	

	20 
	Ability to work successfully as part of a team 
	E
	

	21 
	Ability to maintain accurate records 
	E
	

	22 
	Ability to undertake staff training 
	
	D

	23 
	IT literate, capable of using MS word/excel and office packages 
	
	D

	
	Personal Attributes
	
	

	24 
	Ability to remain calm under pressure 
	E
	

	25 
	Committed to high standards of customer service 
	E
	

	26 
	Flexible approach to a fast-changing working environment 
	E
	

	
	Special Requirements
	
	

	27 
	The ability to communicate at ease with customers and provide advice in accurate spoken English 
	E
	

	28 
	Ability to work flexible shifts including days, evenings, weekends and bank holidays 
	E
	

	29 
	Meet the age requirements (18 years or over) to comply with licensing laws 
	E
	

	30 
	The successful candidate will be expected to wear the uniform provided 
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· political party or a person who is or seeks to be a candidate and speaking to the public at large or publishing any written or artistic work that could give the impression that they are advocating support for a political party.
· This post requires uniform and PE that will be provided to be worn at all times.
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