Amherst School 
JOB DESCRIPTION September 2020
NAME:  


JOB TITLE:  

Catering Manager      

Number of hours:      
26 per week, term time only                                                          

PURPOSE OF THE POST:

Responsible to the Business Manager for the provision of a high quality catering service which meets the needs of the pupils and the school and ensures that catering standards are achieved and maintained which support the raising of standards of achievement and attainment of pupils.

SUMMARY OF MAIN DUTIES AND RESPONSIBILITIES:

Key Areas of Responsibility:
Catering Provision

· To develop and progress the catering provision to deliver healthy and high quality meals that meet the Nutritional Standards for School Lunches.
· To ensure that allergen information is carefully recorded for each recipe and published for staff and customer reference

· To achieve best value without compromising quality relating to authorised catering service.

· To be responsible for the financial performance and quality of food for the whole school catering provision.

· To negotiate best value contracts with authorised suppliers to ensure the cost effectiveness of    the catering service.

· To ensure the attractiveness of catering provision including food presentation and the eating environment

Managing Staff

· To supervise and deploy all catering staff to ensure the efficient organisation of the catering service, and deal with any staffing problems/issues that may arise.

· To ensure an appropriate level of sustainability within the staffing structure to enable the catering provision to be delivered effectively in the absence of key personnel.

· To prepare and manage the duty rota for all catering personnel.

· To oversee the preparation, cooking and service arrangements.

Managing Resources

· To complete termly stock control reports for submission to the Business Manager and Governors.

· To liaise with the Business Manager with regard to the co-ordination of procurement of goods and services.

· To maintain authorised food stock levels and complete stock returns by the date required.

· To undertake routine checks of equipment, cleaning material, stationery and uniform.

· To ensure that maintenance agreements for all equipment are current and arrange for the necessary checks at renewal.

· To plan daily menus, making provision as appropriate for special food diets, and order stocks accordingly.

· To ensure that delivery notes are checked against requisitions and any identified

discrepancies are reported immediately to the supplier.

Health & Safety

· To ensure adherence to all procedures within the operations manual.

· To ensure compliance with agreed Health & Safety Policy and COSHH Regulations with regard to food, equipment, materials and general safety.

· To ensure the safe operation of kitchen equipment at all times.

· To ensure that necessary repairs to kitchen equipment are reported immediately and repairs arranged, ensuring that unsafe equipment is taken out of use pending repair.

· To ensure that all kitchen areas are clean and free from hazards.

· To undertake regular Risk Assessments.

· To ensure that all accidents and incidents are reported, including notifiable diseases.

· To ensure the security of the catering area at all times.

· To be responsible for the regular inspection and maintenance of the First Aid Box and arrange replenishment as necessary.

· To ensure that all catering personnel maintain high standards of cleanliness, personal hygiene and appearance.

General Responsibilities
· To work as part of the Catering Service.

· To actively contribute to development initiatives to improve the efficiency and effectiveness of the service, including new ideas and food policies to support the raising of standards in school and aspects of commercial viability.

· To assist in the recruitment, assessment, selection and appointment of catering personnel.

· To assist in the application of the annual Support Staff Development Review for all catering personnel.

· To provide induction training for catering personnel and identify and co-ordinate necessary training and development requirements to ensure that all staff have the skills and abilities required to deliver an effective catering service and maintain appropriate records.

· To operate in line with the ethos, culture, overall aims and policies of the school.

· To work flexibly and undertake, when required, other duties associated with supporting the needs of pupils, as may reasonably be determined by the Headteacher or other members of staff.

RELATIONSHIP TO OTHER POSTS WITHIN DEPARTMENT:

Supervision given to: 

Catering Personnel

Line Managed by: 

Business Manager
NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the school

Signed     ……………………………                                           Signed ………………………………

                 Employee                                 

              Business Manager
