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e Department 
The Catering Department is at the heart of Bancroft’s, ensuring our 1200 pupils and over 250 staff 
are provided with nutritious and tasty lunches throughout the 34 weeks of term. 

Headed up by the Catering Manager, the team consists of the following team members: 

 

Food is our passion and sits at the heart of the school.  We ensure the quality and variety of our 
ingredients and use local produce wherever possible.  All our menus are based on homemade food.  
The same level of care and dedication is applied by our chefs and supporting front of house service 
teams.  
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e Role 

 
Reporting into the Junior Sous Chefs, the role of Storekeeper is crucial to ensure the smooth operation 
of our catering department, directly supporting food production and service delivery.  The Storekeeper 
is responsible for the efficient management of all food and beverage supplies, ensuring stock availability, 
safety and hygiene in accordance with relevant regulations. 
 
With a flexible and proactive approach, you will ensure that the procurement, stocks management and 
distribution of goods is efficiently and effectively fulfilled. 
 
Working Hours 
 
The post is 35 weeks per year, term time, 34 weeks including INSET days plus 5 additional days to be 
agreed with your line manager. The working hours are 40 per week, Monday to Friday 6.30am to 
3.00pm with 30 minutes unpaid lunch.  
 
Remuneration  
 
The salary range for the full time role is £25,000 - £26,000 based upon experience.   
See below for details of the benefits packages.  
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Person Specification: 
 
 

 Essential Desirable 

Education GCSE in Maths and English (or 
equivalent) 

Food Hygiene Certificate (e.g., Level 2 
Award in Food Safety in Catering)  
 

A full clean driving licence 

Experience 
Experience in a store-keeping, stock 
control, or inventory role.  
 

Experience in applying HACCP principles 

Experience within a catering, hospitality, 
or food service environment 

Skills 

IT Literacy (Competent in using 
computers for data entry, email 
communication, and using basic 
inventory/stock management software or 
spreadsheets) 
 

Strong attention to detail 
 

Strong communication skills 
 

Good organisation skills 
 

Good interpersonal skills 
 

Strong problem-solving skills 
 

Ability to remain calm under pressure 
 

Fluent spoken and written English 

 

Personal 
Qualities 

Team player with minimum supervision 
 

Physical stamina and fitness. Ability to 
stand for long periods, manually handle 
deliveries, including lifting and moving 
stock/roll cages in ambient, chilled, and 
frozen environments 
 

Punctual 
 

Adaptive to change, and flexibility with 
working hours 
 

Hard worker 
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Below is a summary of the key responsibilities of the Storekeeper 

Procurement and Receiving: 

• To order, receive, and inspect all incoming food, beverages, and supplies against purchase orders and 
invoices. This includes conducting essential temperature checks on chilled and frozen goods and 
checking for any damage or non-compliance issues, reporting discrepancies to management. 

 

Ordering & Procurement Support: 

• Generate purchase requests based on minimum stock levels and operational needs.  
• Place orders with approved suppliers and follow up on purchase orders. 
• Coordinate with procurement to verify pricing, delivery dates, and supplier performance. 
• Maintain accurate records of all orders placed and received. 

 

Stock Management and Storage: 

• To store all food and supplies safely and appropriately (dry stores, fridges, freezers). 
• To ensure correct stock rotation, primarily using the First In, First Out (FIFO) methodology to 

minimise wastage and spoilage. 
• To maintain minimum and maximum stock levels to avoid over or under-stocking. 
• To conduct regular, periodic and perpetual stocktakes. 
• To maintain accurate records and control costs.  

 

Operational Support: 

• To liaise effectively with suppliers, delivery drivers, chefs, service staff and other internal teams 
regarding orders and stock levels. 

• To manage the safe handling of deliveries, including manual handling and the use of equipment 
like roll cages or trolleys. 

• To assist with other general catering or cleaning duties as required by management. 
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Hygiene and Compliance: 

• To ensure all storage areas (loading bays, dry stores, chillers, freezers, waste yard) are kept 
clean, sanitary and free from obstacles. 

• To adhere strictly to HACCP (Hazard Analysis and Critical Control Points) procedures, food 
safety legislation and allergen management policies.  
 

Issuing and Distribution: 

• To prepare and issue supplies and requisitions to the kitchen, front of house and specific 
locations, ensuring all issues are properly documented. 
 

Administration and Reporting: 

• To maintain accurate records of all stock movements using stock management systems. 
• To report any discrepancies, non-compliance issues or equipment malfunctions to management.  
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https://www.bancrofts.org/about-us/employment-opportunities/

