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JOB DESCRIPTION

Job Title:
Assistant Manager
Reports to:
Head of Catering and Catering Manager 
Department:

Catering Department

Location:

Radley College, Abingdon
JOB PURPOSE
Reporting to the Catering Manager on a daily basis but also to the Head of Catering, the role of the Assistant Manager is fundamental in the delivery of a first class, efficient Catering service for Radley College. 
You will support the front-line organisation, coordination and supervision of the day-to-day running of all Catering services including: - breakfast, lunch and supper services for the pupils, teaching and non-teaching staff, hospitality events of varied sizes, prestigious dinners and some retail areas. 
You will be integral to the professionalism of the team and through a high level of self-motivation able deliver the superior service the department always strives for.
PRINCIPLE ACCOUNTABILITIES

· Duty Management in all areas of the Catering department – Dining Hall, Common Room, Coffee Shop, Shop and Hospitality. 
· Excellent communication skills at all levels – achieving effective dialogue with the other members of the management team, other colleagues and customers alike. 

· Effective daily/service session briefings for staff.
· Supervision and motivation of the wider team whilst carrying out their duties including dealing with and rectifying any minor infringements of systems or processes and always upholding professional conduct.
· Lead from the front in excellent customer care and focus.

· Monitor and maintain excellent standards in team performance focusing on the execution of a discreet, courteous service at all times.

· Ensure the highest possible standards of presentation for food, displays, equipment and premises fixtures and fittings.

· Prioritisation of daily tasks to ensure that all business needs and deadlines are met. Problem solving.
· Staff rotas and scheduling.

· Monitor and ensure adherence to the departmental Standard Operating Procedures and Service Level Agreements.
· Supervising first line compliance with all legal responsibilities and statutory regulations relating to Food Safety and Health & Safety: - using the outlined departmental policies and procedures in the Safety Management System.
· Thorough understanding and a comprehensive knowledge of all service areas and the services styles provided in those areas.

· Staff welfare: assist with regular and effective staff group meetings or 1-2-1s.
· Attendance at daily, weekly and any other planned management meetings

· Assist and support financial performance including: - daily & weekly business reports, records, control of stock movement and stocktaking.

· Department administration support or absence cover: - menus, correspondence and data entry.

· Understand the use and upkeep of all equipment, tools of trade and department vehicles - reporting and/or organising the repair of any faults or deficiencies immediately. 
· To support the other Managers in the department in any recruitment process including interviewing, induction, on-going staff training and coaching, and the appropriate record keeping.
· Training and presentation – assist in delivering bi-annual training weeks. Scheduled February and October
· To attend or undertake training as requested by the Head of Catering.

· To promote and actively demonstrate the core values of the Catering management team and adhere to the department code of conduct.
· First Aider.

· To promote and safeguard the welfare of any pupil at Radley College 

All staff within the department are expected to contribute towards the smooth and efficient operation of the Catering & Hospitality services - ensuring consistent service excellence for all.
We aim to exceed our customer’s expectation: - 
· to support this commitment the College reserves the right to vary or amend the duties and responsibilities of the post holder at any time according to the College’s business need.
Radley College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment.  Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements.  All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations.

