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	Job Title:
	Kitchen Manager

	Location:
	Shortstown Primary School

	Reports to:
	Head of Catering

	Direct reports:
	Catering Assistants







HEART Academies Trust is a family of academies, at the heart of the community, improving life chances for all through challenge and support. We strive to transform educational outcomes of students from a young age by providing exciting, new and different opportunities for learning and applied learning. Our overwhelming belief is that every child can be successful, both personally and academically, with early and effective help from staff that know and value them as an individual. HEART Academies Trust aims to bring about a substantial increase in the educational attainment, expectations and aspirations of all in the whole community.

Shortstown School is part of HEART Academies Trust, the role of Kitchen Manager will be based at Shortstown School.
 
Job Purpose

To provide a professional catering service, ensuring that the Trust’s standards and expectations for excellent food delivery are met and maintained.
· To organise and supervise the day to day running of the school’s catering provision.
· To be responsible for the preparation, cooking and service of food.
· To ensure efficient and economic use is made of all resources.
· To ensure that the location meets statutory and Trust requirements of Health & Safety, Food Safety and Environmental legislations and procedures.

The following is an indicative list of duties which is not exhaustive and will be subject to review to reflect the changing work composition of the Trust.

Specific Responsibilities
· To support with the production and implementation of termly menu changes.
· To plan, operate and control the day to day production and service of food related duties.
· To ensure food, disposable and consumable orders are communicated through the correct channels when necessary.
· To monitor and control the usage of food ingredients, completing stock counts on a monthly basis.
· To maximise sales and reduce costs.
· To monitor food wastage daily and take corrective actions to maximise profit and productivity.
· To pro-actively identify areas of new opportunities, to promote and implement.
· To recognise and respond to unique and special requests.
· To ensure that the Healthy Eating policy is adhered to.
· Encourage and respond to customer feedback – both good and bad.
· Implement and monitor both Food Safety and Health and Safety, ensuring a monthly manager’s self audit is completed with any corrective actions being met.
· To ensure the Kitchen Record Keeping Book is correctly filled out on a daily basis, rectifying any actions or problems, ensuring that daily opening and closing checklists are completed. 
· To attend on and off job training sessions as required.
· To meet with Head of Catering Services on a regular basis.
· To ensure that staff are dressed in full clean uniform and wearing the appropriate footwear.
· To support with two-way managerial and team communication, holding regular team meetings, logging the minutes as evidence.
· To help maintain a safe working environment, reporting any faults, accidents or issues to the Head of Catering Services immediately.
· To maintain a clean and tidy kitchen, dining room and service area through the supervision of staff.
· Take responsibility for the day to day line management of staff, including but not exhaustive, RTW’S, staff probations and performance management.
· To assist the Head of Catering with the recruitment of staff.
· To assess employee performance and recognise training needs.
· To control and assist with any other catering functions – inside and outside of the Academy as required.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students and colleagues.
· To be committed to safeguarding and to promoting the welfare of all students and staff members.
· To undertake any other duties that may be required for the effective operation of the Academy.

Common Roles of All Members of the Trust Team

Leadership: Vision and Values
· Lead by example, providing inspiration and motivation, and embody for the students, staff, governors, parents and wider community the vision, purpose and leadership of the Trust
· To ensure equal opportunities for all.
· To be committed to safeguarding and to promoting the welfare of all young people.
· To assist in the development of a culture and environment in which young people thrive and to drive innovation.
· To drive up educational standards, promote life-long learning and continually improve outcomes for all.
· Lead and contribute to an ethos in the Trust where well-being and respect are at the heart of the Trust and each student is valued and nurtured to develop personally and educationally.

Leading and Managing Others and Self
· Develop and maintain a culture of high expectations for self and others.
· Regularly review own practice, set personal targets and take responsibility for own development.
· Actively engage in the performance review process.
· Work within the Trust’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents, colleagues and visitors.
· Adhere to Trust policies and procedure
Person Specification

	Area
	Essential
	Desirable

	Qualifications & Experience
	· NVQ qualification or equivalent
· A minimum of 3 years management
· Experience in a similar environment
· Knowledge of school catering and 
· Government Food Standards
· Excellent knowledge of hygiene and Health & 
· Safety 
· Strong supervisory experience
· Possess a real passion for food and to deliver excellent customer service
· Willing to undertake an enhanced DBS
	· Customer Services – dealing with complaints, requests and other Trust/school employees. 
· Level 2 Food Hygiene Certificate or above






	Leadership skills
	· Professional approach, coupled with strong interpersonal skills
· Strong planning, organisational and time management skills
· Effective verbal, written and communication skills
· An assertive but calm demeanour
· Good delegation and influencing skills
· Ability to work on own initiative
· Ability to work co-operatively with others to complete tasks and ensure working procedures and processes are adhered to 
· IT literate
· Accuracy and attention to detail
· Problem Solving
	

	Qualities
	· Empathy with staff and students
· Empathy with educational values
· Ability to plan, prioritise workload, work under pressure and to deadlines
· Ability to work flexibly within a team and motivate staff. Demonstrate a discreet, confidential and professional attitude at all times.

	


Our aim is to create an outstanding Trust and our staff will be expected to exemplify excellence in all that they do. Our Kitchen Manager will be a person with high expectations, enthusiasm and the ability to positively impact on the learning, skills and experiences of our students. We value the ability to demonstrate emotional intelligence, be flexible and to adapt to different situations with a calm and positive attitude. 
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