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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Catering Manager
Salary:	Band 6, SCP 6 - 11
Hours of Work:	35hrs, TTO + 10 Plus Days
[bookmark: _Hlk204262793]Working pattern: 	Monday – Friday 7:00am-2.30pm
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Headteacher/Trust Catering Director

Role Overview

The Catering Manager leads the school’s catering team, ensuring a high-quality, compliant, and efficient food service. Responsibilities include staff management, food safety, stock control, menu development, and maintaining kitchen hygiene, all while delivering a positive dining experience for pupils and staff.

Responsibilities
· Prepare, cook, and serve high‑quality, nutritious meals for primary‑aged pupils.
· Ensure menus comply with School Food Standards and promote healthy eating.
· Provide safe alternatives for pupils with allergies, dietary, religious, or sensory needs.
· Deliver a calm, safe, and child‑friendly meal service in the dining hall.
· Maintain all HACCP, food safety, hygiene, temperature, allergen, and cleaning records.
· Ensure excellent kitchen organisation, cleanliness, and regulatory compliance.
· Report equipment faults and ensure safe operation of all appliances.
· Supervise, support, and coordinate the catering team and lunchtime staff.
· Lead staff induction, training, and ongoing welfare support.
· Ensure all catering staff understand safeguarding responsibilities.
· Communicate menu updates, service expectations, and pupil-specific needs to the team.
· Carry out staff performance reviews and contribute to development planning.
· Provide a supportive presence during service, assisting younger pupils where needed.
· Liaise with school staff regarding allergies, routines, dining arrangements and pupil wellbeing.
· Promote healthy eating and support whole‑school food‑related initiatives.
· Gather feedback from pupils, staff, and parents to improve the catering service.
· Manage ordering, stock control, deliveries, and supplier communication.
· Maintain accurate stock and financial records, including weekly stock takes and costings.
· Monitor waste, portion control, and spending to remain within budget.
· Attend required training and meetings, support events, maintain compliance, and undertake other reasonable duties as directed.



PERSON SPECIFICATION – Catering Manager - Primary
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Level 2 or above in Food Safety / Food Hygiene
	*
	
	A/C

	Level 3 Food Hygiene Certificate
	
	*
	A/C

	Health & Safety training (e.g. COSHH, Manual Handling)
	
	*
	A/C

	Knowledge of food hygiene regulations and allergen procedures (HACCP)
	*
	
	A/I

	knowledge in food preparation and kitchen operations
	*
	
	

	Understanding of school nutrition standards and healthy eating
	*
	
	A/I

	Knowledge of safeguarding and child protection responsibilities in a school setting
	*
	
	I

	Evidence of CPD in catering, leadership or management
	
	*
	A/C

	EXPERIENCE
	
	
	

	Experience of managing or supervising a catering team
	*
	
	A/I

	Experience planning menus including special dietary requirements
	*
	
	A/I

	Experience working in a school or educational environment
	
	*
	A

	Experience in ordering, procurement and stock control
	*
	
	A/I

	Experience maintaining food safety records (e.g., HACCP logs)
	*
	
	A/I

	Experience operating a cashless till system
	
	*
	AI

	Experience in staff induction and training
	*
	
	A/I

	SKILLS / Ability
	
	
	

	Ability to lead, motivate and manage a team effectively
	*
	
	A/I

	Strong organisational skills and ability to prioritise workload
	*
	
	A/I

	Excellent attention to detail in presentation and cleanliness
	*
	
	A/I

	Confident IT skills (e.g. records, stock systems, menus)
	*
	
	A/I

	Effective communication and interpersonal skills
	*
	
	I

	Ability to remain calm and work under pressure
	*
	
	I

	Willingness to work flexibly and attend occasional out-of-hours events
	*
	
	A/I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Commitment to continuing own professional development
	*
	
	A/I

	High personal standards of hygiene and professionalism
	*
	
	I

	Commitment to delivering excellent customer service and providing an excellent dining experience for all
	*
	
	A/I

	Collaborative and team-oriented approach
	*
	
	I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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