JOB DESCRIPTION
	TITLE:
	Assistant Kitchen Manager

	
	

	SCHOOL:
	Beech Hill Primary School

	
	

	RESPONSIBLE TO:
	Kitchen Manager

	
	

	GRADE:
	L3


PURPOSE OF POST:

To use professional catering skills in the provision of catering services to the school and support the Kitchen Manager in the overall management of the kitchen and staff. To take responsibility for the operation of the school kitchen in the absence of the Kitchen Manager.
ORGANISATION CHART:


[image: image1]
PRINCIPAL RESPONSIBILITIES:






           %

	1.
	Prepare and cook fresh and convenience foods, as directed, using the methods and recipes according to catering menu policy, including ethnic, vegetarian and special needs requirements. Assisting the Kitchen Manager to plan menus including those required for ethnic, vegetarian and other special dietary requirements.

	45

	2.
	Assist with the setting up of the service counter, serve customers, supervise self-service of food, providing replenishments as necessary, and clearing and cleaning of same.


	15

	3.
	Assist in the clearing, cleaning and washing-up within the kitchen, including “in-depth” cleaning on cleaning days, using any specialised products, equipment and methods authorised. In the absence of the Kitchen Manager organising kitchen staff, to ensure all tasks are efficiently completed according to rotas. Take responsibility for the implementation and use of correct work methods and practice by all kitchen staff in order that the standards laid down in policy and procedure for kitchen and personal hygiene, general health and safety are maintained.

	15

	4.
	Provide assistance with special function catering and any other catering services undertaken by the kitchen. 
	5

	5.
	Assist with the tidying away of the dining furniture clearing, cleaning and dismantling

	5

	6.
	Direct the work of kitchen assistants or trainees, ensuring correct work methods and safety rules are followed.


	5

	7.
	Assist the Kitchen Manager with the daily clerical duties within the kitchen, and  be responsible in her/his absence for ensuring continuity of the service including stock control, receipt of all goods, checking, issue and security of stores. Keeping commodity records and ensuring expenditure in line with budget targets and liaising with the School Business Manager to ensure adequate staffing levels within agreed staffing budgets.
	5

	8.

9.
	Assist the Kitchen Manager, and in her/his absence, be responsible for keeping equipment in good working order, reporting any defects in the kitchen premises to the appropriate bodies.
To undertake any other duties that may be required for the effective operation of the catering establishment, within the scope of the grade responsibilities.
	5


DIMENSIONS:
Supervisory Management: Assist the Kitchen Manager in the supervision of 1-8 General Kitchen Assistants and in her/his absence be responsible for their direction, on average 1-2 weeks per annum

Physical Resources: In the absence of the Kitchen Manager be responsible for the condition and security of heavy and light kitchen equipment, food stocks and other materials stores, dining room furniture and equipment. Also the monitoring of the kitchen premises maintenance, in respect of health and safety and food hygiene. Approximately 1-2 weeks per annum



Other: The number of meals prepared daily will vary between 250 and 600 on an average of 190 days per annum, in 1 kitchen and dining rooms. Menus will be set by the Kitchen Manager and will consist of a 2 choice main course and sweets. The cook should be prepared to contribute substantially to the provision of other catering services which may be required at their individual school. For example, breakfast, staff room trolley service.  Special function catering when required. 



CONTEXT:

All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

It is the individual’s responsibility for promoting and safeguarding the welfare of children and young people s/he is responsible for or comes into contact with.

This post will be responsible, under the direction of the Kitchen Manager and School Personnel Officer, for providing catering services to the school. This requires efficient adherence to timetables, budget targets and a kitchen team, which works cohesively together. It involves feeding school pupils and staff on a daily basis, which requires an understanding of basic dietary needs and eating trends, in addition to the education culture under which the school operates.

Where required the catering service will provide for ethnic minority cuisine, which is prepared, cooked and served according to the appropriate religious or cultural methods.

The Assistant Kitchen Manager will work together with the school in meeting the seasonal or curriculum requirements for catering e.g. packed lunches for school days out. A positive attitude to supporting school events such as open days, sports days, and money-raising functions is advantageous.

Physical Effort and/or Strain

The Assistant Kitchen Manager post will require a degree of physical effort at frequent intervals during the working day. Lifting eg. Cases of food stock, industrial size cooking containers, approx. 15% of working time. Bending eg removing containers from ovens, hotcupboards, leaning over service counters, approx. 20% of working time. Moving furniture in the dining room/s, approx. 10% of working time.

Working Environment

At periods of cooking and serving food the kitchen environment is likely to have higher than normal temperatures, especially in hot weather, generally 30% of working time.

Disclosure of Convictions

It is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. 

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore candidates invited to interview will be required to declare all unspent cautions and convictions; and also any adult cautions (simple or conditional), and spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020).

The information you provide will be treated as strictly confidential and will be considered only in relation to the job for which you are shortlisted. 

You may be asked for further information about your criminal history during the recruitment process. 

For posts working with children, young people or vulnerable adults, a criminal record check is requested. This check will be cross referenced against the Adults and Children’s Barred Lists. These lists contain details of people deemed unsuitable to work with children or vulnerable adults. All jobs requiring these checks will be identified on the job description. 

Offers of employment will be subject to the receipt of satisfactory checks which will include a check with the Disclosure & Barring Service (DBS). Note, it is an offence to apply, offer or accept any work with children (paid or unpaid) if disqualified from working with children. 

The information provided will be confidential and not passed onto unauthorised persons or organisations. However, we are under a duty to protect public funds, and to this end may use the information you have provided for the prevention and detection of fraud. We may also share this information with other bodies responsible for auditing or administering public funds for these purposes. 

Disclosure & Barring Service (DBS)

This post meets the definition of ‘Regulated Activity’ as defined in the Safeguarding Vulnerable Groups Act 2006.

Because of the nature of this job, it will be necessary for an enhanced DBS check tobe undertaken. This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare all unspent cautions and convictions; and also any adult cautions (simple or conditional), and spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020). A person’s criminal record will not in itself prevent a person from being appointed to this post. Applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying. However in the event of the employment being taken up, any failure to disclose such offence, as detailed above, will result in dismissal or disciplinary action by the Authority.

Person Specification


Assistant Kitchen Manager
This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

___________________________________________________________________________________

Essential (E) :-  without which candidate would be rejected

Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear  examples 

of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience
	Some experience in large scale catering, with knowledge of food preparation, cooking and service

Some experience assisting a kitchen management role or similar 


	1, 2

1,2
	Experience in customer care

Experience of working in a school environment


	1, 2

1,2



	Skills/Abilities


	Ability to communicate with and supervise staff
Able to work effectively as part of a team 

Demonstrable high level of cookery skills

Ability to work co-operatively to meet service demands

Able to converse with ease with members of the public and provide effective help or advice in accurate and fluent spoken English     


	1, 2

1, 2

1, 2

1, 2

1,2,5
	Ability to perform administrative tasks


	1, 2



	Competencies
	Able to form appropriate relationships with young people
	1,2
	
	

	Equality Issues


	Able to identify some types of discrimination that commonly exist
	1, 2
	
	

	Specialist Knowledge

	Good knowledge of food and personal hygiene, kitchen safety legislation
	1, 2
	Basic knowledge of the principles of nutrition


	1, 2

	Education and   Training


	Food Hygiene Certificate or equivalent


	1, 2, 4
	City & Guilds 706/1, 706/2 or equivalent                    

NVQ level 1 or equivalent
	1, 2, 4

1, 2, 4

	Other Requirements


	Able to perform physical tasks on a frequent basis, eg lifting catering equipment, up to 20kilos


	1, 2


	Able to communicate with children
	1, 2


( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise )

We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, in particular those relating to; 

(i)    Equal Opportunities

(ii)   Health and Safety

(iii)  Data Protection Act (2018).

‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers, on-line checks, and the Disclosure and Barring Service.


‘CVs will not be accepted for any posts based in schools.
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