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COOK IN CHARGE


	GRADE:      G5                                                           REPORTS TO:  Director of Finance

	1.
	PURPOSE OF JOB:
· To be responsible for the school kitchen, the preparation and cooking of meals including preparation of menus and supervision of staff. Carry out administrative duties as required.

	2.
	MAIN RESPONSIBILITIES, TASKS AND DUTIES

	Decide on appropriate menus, prepare and cook meals in accordance with menus.

	To provide freshly prepared meals for students with specific dietary requirements e.g. gluten and dairy free.

	Ensure a high standard of hygiene and health and safety standards are maintained.
· Compliance with Food Safety and Health & Safety legislation e.g. allergens requirements
· Stock is rotated correctly (first in, first out)
· Food temperature records are completed
· Cleaning schedule 

	Development of new recipes to meet nutritional standards

	Supervision of all staff employed in the kitchen.

	Assist with serving meals

	Order supplies; ensure adequate stocks of food are maintained.
· Monthly audit of stock

	Completion and maintenance of records as appropriate e.g. monitoring catering budget and meals costings.

	Ensure that kitchen equipment is maintained, reporting items for repair as necessary.

	3.
	MANAGEMENT OF PEOPLE

SUPERVISION OF PEOPLE
Team Leader for a team of up to 4 people, oversee quality of work and ensuring that hygiene standards are met and maintained.

	4.
	CREATIVITY & INNOVATION (what innovative & imaginative responses to issues are required to resolve problems?)

Work is carried out within a broad range of procedures and policies.  Innovation may be used for example in identifying more effective ways in providing management information.

	5. 
	CONTACTS & RELATIONSHIPS (what personal contacts and relationships are required with other people and organisations to carry out the job?)

Regular contact with the Headteacher, Director of Finance and kitchen staff.
Regular contact with suppliers of goods and services.
Occasional contact with visitors to the school and Academy Advocates or Trustees
Contact with staff and pupils on a day to day basis.
Contact with external bodies.

	6. 
	DECISIONS (a requirement to make decisions or recommendations.  The extent to which policies, procedures or other guidelines affect your decisions)

	
	a) Discretion – the post holder has the following discretions:

Discretion to plan the day to day menu within a specified budget.

	
	b) Consequences – the consequences of the post holder’s decisions can be anticipated to impact on the following:

Impact on student lunches which is likely to be quickly identified and remedied.

	7.
	RESOURCES (the post holder is personally accountable / responsible for the following:)

Kitchen equipment, crockery, cutlery. IT packages including Excel, Word and PDF

	8.
	WORK ENVIRONMENT

a) Work Demands (impact of deadlines and changing and conflicting priorities)

The work is subject to changing demands but does not impact on the overall tasks to be carried out.

	
	b) Physical Demands (continuing physical effort, bending, lifting, pushing etc.

Working with kitchen equipment may be required to lift heavy pans.

	
	c) Working Conditions (exposure to disagreeable or unpleasant conditions)

Working in a kitchen on school premises lit and ventilated conditions.

	
	d) Work Context (potential risk to safety & well-being, including abuse and aggression)

May be at some risk from use of equipment e.g. heat from ovens. The postholder may have limited exposure to abuse/aggression from pupils, parents and carers.

	9.
	KNOWLEDGE AND SKILLS (required to be fully competent in the post)

· Essential – Intermediate Food Hygiene Certificate
· Essential - NVQ 2 in food preparation or equivalent
· Essential – Allergens 
· Relevant experience of working in a busy kitchen and cooking for large numbers of people
· Staff Supervision
· Administrative skills

	9.
	OTHER DUTIES

The duties and responsibilities in this job description are not exhaustive.  The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade will be with the consent of the post holder.



PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & TRAINING



	· Relevant NVQ2  or equivalent qualification
· Intermediate food hygiene certificate 
	· Current First Aid qualification

	EXPERIENCE



	· At least 2 years’ experience in a similar role
· Experience of working in a busy kitchen
· Experience of preparing food for large numbers of people
· Ability to maintain high standards during busy periods.
· Ability to supervise others
	

	KNOWLEDGE & UNDERSTANDING



	· Working knowledge of safe working practices, codes of practice and legislation, child protection and safeguarding
· Knowledge and understanding of current issues in the field of education to allow for greater contribution to the effectiveness of the school
	· Knowledge of first aid
· Knowledge of healthy eating for young people

	SKILLS



	· Keyboard and IT skills
· Excellent communication and organisational skills
· The ability to organise own workload and determine priorities within the working day
· The ability to self-evaluate learning needs and actively seek CPD
· Good time management skills
	

	PERSONAL CHARACTERTISTICS



	· To be able to demonstrate initiative and intuition
· Punctual
· Approachable and professional
· Present smart appearance
· A desire to have a positive impact on outcomes for children and young people
	

	SPECIAL REQUIREMENTS



	· An Enhanced Disclosure and Barring check will be required
· Two references will be required, one of which should be the most recent employer
	



Examples of evidence that could be provided in support of the Personal Learning Journey:
· Budget monitoring
· Menes, costings, seasonal exploration
· Stock rotation sheets
· Dietary needs of students and how those are met
· Training undertaken and how that has been implement and the impact it has had
· Communications with the team and messages from others, i.e. thank you’s

(this list is not exhaustive and is to give examples only)
I confirm that I have received a copy of this job description and person specification:


Signed ……………………………………………

Name …………………………………………….

Date ………………………………………………
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