	Job Description

	Job Title
	Catering Manager
	Reporting to
	Site Manager and Director of Support Services 

	Job Purpose
	Responsible for the operational efficiency of the catering service.

	Liaising With

(internal)
	 Staff and Students
	Liaising With

(external)
	Catering contractors 

	Supervising
	Catering Team 
	Contract
	TTO  - 37 hours per week
07:00hrs – 15:00hrs, Monday to Friday (plus events and functions)

	Key Responsibilities
	1. To be responsible for the method, preparation and presentation of all food and ensuring this meets the current recognised catering standards.  To ensure this standard is demonstrated throughout the team
2. To be responsible for the monitoring of a fully costed menu plan and ordering from our agreed suppliers within the pre-agreed school budget.  You will be required to follow the schools finance regulations and to advise the Site Manager of any unsolved difficulties with Suppliers 
3. To ensure the prompt service of all meals, breaks and functions as required by the Principal 

4. To plan, implement and review a cycle of menus, which are to be reviewed regularly to eliminate any unpopular or costly items 
5. To plan and organise special functions which may be outside of normal working hours
6. To maintain and develop an operational plan for the Catering Department supported by the Facilities Manager, ensuring the  profitability, quality of food and value for money for the staff and students
7. To oversee the cashless catering system and vending machines within the school

8. To hold regular team meetings/briefings with all catering staff and liaise with Senior School Managers when required 

9. Assist in recruiting and inducting all new members of the catering staff when required
10. To monitor staff performance, to report staff absences in line with the schools policy and to provide training and development to the team where necessary

11. To conduct and assist with discipline procedures in accordance with the school policy

	Statutory Responsibilities
	1. Following Health and Safety requirements and initiatives as directed. 

2. Ensuring compliance with Data Protection legislation 

3. The school is committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment 

4. At all times operating within the schools Equality policies 

5. Commitment and contribution to improving standards for pupils as appropriate 
6. To ensure that all aspects of the health and safety legislation are complied with in regards to the catering standards

7. To ensure that the cleaning schedule is complied with and carry out cleaning methods

	
	
	· 


	Person Specification

	Job Title
	Catering Manager
	Reporting to
	Site Manager and Director of Support Services 

	
	Essential (E) or 

Desirable (D)
	Evidence

	Education, Qualifications, Training

· Good GCSE’s in English and Maths

· Additional good GCSE’s or equivalent in other subject areas

· Level 2 Qualification suitable to the role or willingness to gain
	E

E

E
	Application

Application

Application

	Skills, Knowledge & Experience

· Experience working in an academic setting, ideally with KS3 or KS4 pupils

· Knowledge of safeguarding and Child Protection Issues

· Good ICT skills in MS Office products

· Excellent communication skills (written & verbal)

· Planning, prioritising and managing workload in an environment of conflicting demands

· Experience of working confidentially, efficiently and on own initiative.


	E

E 

E

E
E


	Application

Interview

Application
Application
Application

	Personal Qualities

· A firm, calm approach when working with young people
· Able to build effective and positive working relationships

· Organised and methodical approach to work

· Flexibility and adaptability
· Enthusiastic and committed

· Committed to safeguarding and promoting the welfare of children and young people

· Committed to personal learning and development
	E

E

E

E

E

E

E


	Reference/Interview

Reference/Interview

Reference/Interview

Interview

Reference/Interview

Interview

Interview




All employees are subject to an enhanced DBS check, according to current statutory requirements.

