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	ST. GEORGE’S C of E FOUNDATION SCHOOL

JOB DESCRIPTION


JOB TITLE:


Primary/Secondary Catering Manager
GRADE:


Kent Range 4
ACCOUNTABLE TO:
Whole School Catering Manger/Director of Finance
JOB PURPOSE:

i.
To assist in co-ordinating all aspects relating to staff employed in the primary/secondary catering provision.

ii.
To have responsibility for all financial procedures in accordance with the School's Purchasing Policy and Procedures.

iii.
To plan, organise and oversee all catering operations ensuring that food quality and service are provided to the standards, in line with the School Healthy Eating Policy or as otherwise directed in all service areas.

DIRECTLY RESPONSIBLE
Primary/Secondary Catering Technicians

TO THE POSTHOLDER:


TEAM LEADER TO:


Primary/Secondary Catering Technicians

(Performance Management)

KEY ACCOUNTABILITIES:

All staff at St George’s C of E Foundation School are expected to actively support and promote the vision and values of the school including the Child Protection and safety procedures.
1.
PERSONNEL

· Identify training needs for catering staff and bring to the attention of the Whole School Catering Manager
· Promote good relationships and minimise labour turnover, through leading and motivating the catering staff by the proper allocation of duties and responsibilities.

2.
FINANCE

Ensure the purchase of materials, consumables, non-consumables and light equipment is within the limits of the catering budgets and in accordance with the School's Purchasing Policy and Procedures.  In carrying out this work the Catering Manager should:

· Liaise as and when necessary with the Finance Office staff.

· Ensure copies of verbal orders, together with authorised delivery notes are passed to the Finance Office without delay.

· Ensure the security and reconciliation of cash and stocks.

3.
GENERAL DUTIES AND RESPONSIBILITIES

· Plan, organise and oversee the service area operations in the primary/secondary site to ensure the food quality, presentation and service are provided to the appropriate standards as defined by the Headteacher and Whole School Catering Manager.
· Ensure catering provision is as cost effective as possible thus providing best value for students and staff in the primary site.

· Be directly responsible for overseeing the preparation, cooking, portioning and presentation of meals to standards as defined by the Headteacher and Whole School Catering Manager.
· Achieve and maintain the food cost in accordance with the annual budget.

· Encourage healthy eating.

· Carry out relevant clerical activities in respect of controls, records and timesheets.

4.
HEALTH AND SAFETY/GOVERNMENT STANDARDS AND GUIDELINES

· Ensure all catering facilities in the secondary phase are maintained and operated to the standards required by the Statutory, Local Authority, and the School's Health, Safety, Fire and Hygienic regulations and policies.  Similarly, to ensure that the employees use safe methods of work and that no unauthorised person cleans/operates certain specified equipment.

· Ensure all standards and procedures comply with KCC regulations and audits are carried out regularly and action taken on recommendations in the catering provision.

5.
CONTRACTS/ENGINEERS

· Liaise with the Director of Finance in regard to relevant contracts.
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