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Job Description


Post Title: Assistant Head of Catering 

Pay Range/Grade: Band 5, SCP 4 – SCP 6

Line Manager: Head of Catering 


Purpose of the Role: 

To assist the Head of Catering in ensuring that the production and service of meals is maintained to an agreed standard in the kitchen and associated dining areas in accordance with kitchen work procedures and work instructions. 

The post holder will assist with the allocation and control of staffing hours in accordance with management procedures. 

The post holder will be responsible for ensuring all tasks are carried out across the whole of the catering service including breakfast provision, lunch service, parent evenings, themed lunches and after school clubs.

Generic Introduction:

The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation. The following points should be noted:
 
1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile. 

2. Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed. 

3. Our School is an Equal Opportunities employer and requires its employees to comply with the Exceed Academies Trust Equality Statement and Objectives. 

4. We are committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a condition covered under the Equality Act 2010. 




Fluency Duty

In line with the Immigration Act 2016; the Government has created a duty to ensure that all staff working in customer facing roles can speak fluent English to an appropriate standard. 

For this role the post holder is required to meet the Advanced Threshold Level.

Supervision and Guidance:

· To work under the instruction and guidance of the Head of Catering and senior staff.

Supervisory Responsibilities:

· To act as second in command for responsibility of all staff allocated to the kitchen. 
· Assist with the training of all staff on-site induction and training in basic skills, equipment breakdowns and regular instruction on how the job should be performed. 

Responsibilities:

· Assist with supervising the receipt of raw materials, the proper storage of food stocks (including monitoring food temperatures), the issuing and weighing up of ingredients, the preparation, cooking and serving of the meal according to the policies and quality procedures specified by the management team.
· Supervising the service of the meals and co-operating with the Headteachers and supervisory staff in the organisation of the dining rooms.
· Ensuring that the kitchen equipment and fabric of the premises both inside and out are kept clean and in good repair.
· Reporting defects and repairs to a responsible person.
· Responsible for the cleanliness of the kitchen, cloakroom and dining areas.
· Ensuring a high standard of personal cleanliness and hygiene of staff.
· To implement the Health and Safety at Work policy as laid down by Bradford Council.
· Supervise the control and correct use of hazardous chemicals as per COSHH procedures.
· Implement and follow allergy management and safety protocols.
· Will be required to take the lead in the preparation of all food items including weighing up, ordering and stocktaking in absence of Head of Catering.
· Making sure that all HACCP, duty rotas, cleaning rotas are being adhered to.
· The organisation of physical stocktaking for food and equipment when required.
· Ensuring the production of correct quality of the meal according to policy laid down by the management team.
· To communicate with employee colleagues and customers in producing the meal.
· Correct use and cleaning of kitchen equipment and tools.
· Ability to keep relevant records for the food cost control system.
· Specialist skills pertaining to the schools (eg. special diet meals, halal meat preparation)
· Undertake recipe development, product testing and costing as required from time to time.
· Undertake the full cooking responsibility.
· To assist in the planning, preparation and service of functions that may be required.
· Ability to perform all cooking skills and train others within the kitchen environment.



Support for the School:

· Assist with the maintenance of training records for all staff.
· Assist with the control, discipline, training and motivation of the staff in the absence of the Head of Catering.
· Adherence to management guidelines to follow Hygiene Policy in respect to the Food
· Hygiene (General Food Hygiene) Regulations 1995, and Health and Safety at Work Act instructions.
· Attend team meetings and training courses as required.
· To work in harmony with other staff within the school to ensure optimum conditions are provided for the delivery of catering services.
· To report any individual or collective grievances to the Head of Catering.

Resource Management 

· A responsibility for all kitchen equipment, both light and heavy; used daily e.g. cookers, combi ovens, boilers, fryers, dishwasher steamers, meat slicers, fridge freezers, serving counters, cooking utensils etc.
· Ensuring that the kitchen equipment and fabric of the premises both inside and outside are kept clean and in good repair.
· Reporting defects and repairs promptly to the Head of Catering.
· Care and cleanliness of protective clothing issued to the staff.

Working in Partnerships with Parents/carers and external agencies:

· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.
· Assist with customer liaison and simple market research and reporting customer reactions.

Maintaining Professional Competencies:

· To maintain the confidential nature of information relating to the school, its pupils, parents and carers. 

Safeguarding and Compliance:

· Promote the safety and wellbeing of pupils and staff within the school 
· Through example, ensure good order and discipline is maintained among pupils and staff, and that high expectations regarding safeguarding, behaviour and attendance are communicated and adhered to. 
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies.  

This job description should be seen as enabling rather than restrictive and will be subject to regular review.







Person Specification

	Area of specification
	Essential/Desirable
	Method of Assessment

	
QUALIFICATIONS
· GCSE English and Maths Level C or above or equivalent  
· NVQ Level 1/2 or equivalent in Food Production or a minimum of three years equivalent experience
· Basic Food Hygiene Certificate
· Safeguarding Training
· First Aid Certificate/qualification
· A good understanding of COSSH procedures
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Application and interview



	
EXPERIENCE
· Experience of working in a catering department at Assistant level for three years
· Experience of working in a customer-focused environment
· Experience of working in an educational environment
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Application and interview


	
KNOWLEDGE/SKILLS/ABILITIES (Core competencies)
· Knowledge of allergy management and safety protocols
· Knowledge of work practices which ensure that food is handled in a safe and hygienic manner
· Knowledge of work practices which ensure a healthy and safe working environment
· Ability for the use of a range of catering equipment 
· Demonstrate customer service skills
· Ability to lead and motivate colleagues 
· Demonstrate good written and oral communication skills
· Ability to work alone or as part of a team
· Ability to relate well to the whole school community
· Ability to work accurately under pressure
· Complete records in a detailed and comprehensive manner
· Ability to adapt to a variety of situations 
· Calm approach 
· Committed to equal opportunities 
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Application and interview














	
PERSONAL QUALITIES
· Excellent communication skills
· Ability to work well within a team
· A strong work ethic
· Strong leadership abilities and experience managing a team
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Application and interview




This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.
The post holder must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010.

In addition, the post holder must have the ability to cope with requirements of the post, which may include working with pupils who have emotional and behavioural difficulties or physical difficulties.  For posts working with pupils who have physical difficulties, it may be an unavoidable core component of the job for the post holder to be capable of lifting and carrying.  However, suitable training will be provided, should this be the case.
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