JOB DESCRIPTION

Job Title:     
     

Catering Manager 
Grade and Salary: 

Scale 5 (SCP 22-25) £19,779 - £21,539
Hours and Weeks

part time – 36 hours, 41 weeks (subject to negotiation)

Responsible To: 

Premises & Facilities Manager

Responsible For:

2 x Cooks, 4 x General Kitchen Assistants


Main Purpose of job:

· To operate the catering service at Cuckoo Hall Primary School to ensure it provides a high quality fresh food catering service that meets the needs of pupils, staff and visitors within the agreed resources. 
· To administer, organize and plan to ensure that the Cuckoo Hall Primary School Catering service meets current legislation and good practice – especially in the fields of health, safety, hygiene and nutritional standards and that all the appropriate paperwork is maintained.
· To ensure that the School’s reputation for food quality and service is enhanced with pupils, parents/carers and staff.  
· To ensure the principle of ‘best value’ is applied when purchasing supplies, consumables and equipment and in operating the catering facility.
· To recruit, support, develop and manage the catering staff.

· To represent the School in meetings with other parties including inspectors and auditors.

· To constantly seek, consult and implement improvements to the School’s Catering Service.


Main Duties & Responsibilities 

Catering Provision

1. To organise, control and be responsible for the whole catering operation at Cuckoo Hall Primary School.

2. To ensure that the food quality, presentation and service are provided to the highest quality including planning, preparing and cooking the meals and that all the required standards are met.
3. To ensure that the eating environment for the pupils is of high quality and that pupils are eating in a clean and attractive surroundings.
4. To consistently seek and implement ways of improving the quality and cost effectiveness of the service by keeping abreast of developments in food service and production and customer needs and tastes from a range of providers including the School Food Trust and DCSF.
5. To ensure that special food diets are catered for and that serving staff are aware of specific children’s allergies. 
Managing Staff

6. To supervise and deploy all Catering staff to ensure that the efficient organisation of the Catering service and deal with any staffing problems or issues that may arise.
7. 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.  

8. To develop and maintain good working relationships with the School and the Customers through regular personal contact, including representing Catering at any meeting required by the School. 
9. To assist in the recruitment, assessment, selection and appointment of catering staff including temporary workers to cover staff sickness/absence. 
10. To support the school staff policies and procedures.  
11. To undertake performance management on all the catering staff
Managing Resources

12. To assist the Bursar and School Business Manager in preparing the Annual Budget. To achieve and maintain the food cost in accordance with this budget (or any variation).  To produce cost/sales analyses as required.

13. 
To purchase provisions, materials, consumables, non-consumables and light equipment within the limits of the budget and in accordance with school policies and procedures, including ensuring delivery notes are checked against requisitions and any identified discrepancies are reported immediately to the supplier.  

14. To maintain authorised food stock levels and complete stock returns by the date required.
15. To avoid unnecessary wastage and deterioration of foodstuffs.
16. To complete monthly financial reports to the School Business Manager/Bursar.
Health and Safety

17. To maintain the School’s premises and equipment, in accordance with the School’s Health, Safety and Hygiene Policy.

18. To ensure that heavy duty kitchen equipment, light equipment, work areas, other facilities and general surroundings of the kitchen and Dining Room are maintained and operated to the standards required by the Statutory, School and Local Authority Health, Safety, Fire and Hygiene regulations and policies.
19. 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.  

20. To ensure that the employees use safe methods of work and that no unauthorised person cleans/operates certain specified equipment.

21. To ensure that Food Hygiene Policies and Procedures are applied continuously and that there are no breaches of Statutory or Local Authority regulations.
22. To undertake regular Risk Assessments

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

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

25. To demonstrate a willingness to work flexibly, sometimes outside of normal core hours, in response to service demands as agreed with the Head Teacher ,Senior Leadership Team, School Business Manager or Premises and Facilities Manager 

26. To contribute to the ethos of the school, in all areas of contact and responsibility, in relationships with staff and pupils.  To work collaboratively with suppliers’ to achieve the agreed aims of the school.

27. To carry out the above duties in accordance with the schools Equal Opportunities policies.

28. To perform such other tasks as may reasonably be required by the Head Teacher, Senior Leadership Team, School Business Manager or Premises and Facilities Manager.
This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

The school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Successful applicants for people working with children and vulnerable adults will need to undertake a Criminal Record Bureau (CRB) enhanced clearance for this post. 
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