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Cook in Charge
 Job Description

This job description outlines the requirements and specification of the ideal candidate for the role of a Cook in Charge.

	Employment details

	Job title
	Cook in Charge

	Reports to
	Catering Manager 

	Hours of work
	30 hours per week 

	Salary
	Support Scale 2 (SCP 3-4)

	

	General duties
Hygiene, Health and Safety 
To be responsible for maintaining all hygiene, health and safety standards in the service areas.
· To ensure all goods are received stored and handled in line with the Catering Department’s Food Safety Manual and prevailing statutory regulations. 
· To respect and maintain the highest standards of food preparation in line with the standards of food quality and service using appropriate equipment in keeping with the Environmental Health requirements. To make meal-times a pleasing and pleasant experience for all children. 
· To keep up to date with any changes in statutory and School’s requirements and ensure such changes are introduced such that no breaches of requirements occur. 
· To ensure that colleagues, agency staff and visitors comply with statutory and School’s requirements for hygiene, health and safety within the food service areas in particular. 
· To co-operate and adhere to any health and safety requirements. 
· To identify any breaches of hygiene, health and safety requirements to the Trust Catering Manager.
· Check allergen ingredients against packaging and allergen matrix and take corrective action if required. 
Ordering, Receipt and Storage of Goods 
To ensure all goods are ordered, received and stored as required, so that adequate stock is available for all requirements minimising excess stocks and wastage. 
· Placing orders, food, cleaning products and chemicals. 
· Ensure all goods delivered are checked 
· Ensure all goods that are stored with good practice and safe procedures. 
· Ensure all storage areas are kept in good order with rotation of stocks. 
· To ensure receipt of supplies, identifying discrepancies and liaising with the supplier or the Trust catering manager regarding discrepancies or other matters as required. To check and sign for deliveries.

Food Service
· To plan, prepare and cook a variety of meals to meet the dietary needs and nutritional targets set by the Government’s School Food Trust for all school children. To plan and deliver a healthy and varied menu complying with the requirements of the Early Years framework.
· To ensure any ad hoc requests, within reason, are met on a timely basis. 
· To ensure catering team are briefed prior to service so that they are able to describe menu items and are aware of any allergens. 
· To ensure all food is served in an appropriate manner that displays the food on the plate to its best.
· To ensure that the manner of the catering team is polite and friendly and tasks are carried out industriously. 
· To liaise over any variances in food quality standards with the Trust Catering Manager.
· To plan and organise catering for school trips and events through liaising with the school offices via teams and filtering this information down to the school catering teams. 
· To provide catering for special occasions such as guests, taster sessions or visitors in addition to routine daily cooking requirements. 

· To maintain equal opportunities and promote non-discriminatory practice in all work aspects. 

· To comply with all Food Hygiene requirements and attend relevant training to remain compliant. 

· Delivering and serving food safely across trust sites.




People Management 
· Ensure the appearance of the catering teams is clean, tidy, well-groomed and conducive to a high quality food service environment.
· To ensure the appearance of the catering teams meet the uniform standards and requirements.
· Report any adverse performance and conduct variations to the Trust Catering Manager and agree the strategy for dealing with it. 
· Ensure all management of personnel complies with School’s procedures and statutory requirements. 
· To set the example, in terms of Code of conduct, Health and Safety and Food Hygiene. 
· Ensure that the catering team work in a way that minimises waste.

Systems and Paperwork 
To maintain paperwork and systems as directed by the Trust Catering Manager.
· Monitor allergen’s requirement within school(s), identify pupils and liaising with parents when necessary. 
· You will be responsible for the sign off the daily HACCP diary and ensuring weekly health and safety checks are completed correctly. 

Supporting the Trust Catering Manager 
· To liaise with the Trust Catering Manager to review menus, meal costs and other associated food hygiene related matters.
· Be available to assist and support at any site across the trust.
· Ensure the catering teams are up to date with all required training. 
· Ensure all folders are completed and up to date.

	Other Duties
· During the course of your employment, you may be required to undertake your duties at any site within The Black Pear Trust.
· Any other duties as reasonably required.


	Professional development
· Participate in training and other professional development as required.
· Participate in professional development meetings with your line manager.






Cook in Charge Person Specification 
	Qualifications and training

	Essential
	Desirable

	· No specific qualification required

	· First aid training
· Food Hygiene Level 2


	Skills and experience

	Essential
	Desirable

	· Able to follow a recipe.
· A thorough understanding of allergens.
· Demonstrable levels of numeracy and literacy.
· The ability to remain calm under pressure.
· The ability to work with pupils in a professional manner.
· Experience of record keeping and monitoring.
· Good organisational skills and time management.
· Clear and concise communication skills
· Able to relate well to children and young people
· Supervising other staff
· Delivering training
· Experience of ordering stock, reducing waste and producing cost effective meal solutions.
· Ability to use IT and systems including Microsoft Windows and placing online orders
	· Experience working with children
· The ability to cost out meals and devise appropriate menu plans
· Experience of being part of a food hygiene inspection


	Knowledge

	Essential
	Desirable

	· An understanding of safeguarding in schools, although training will be given.
· Knowledge of Health & Safety
· Full knowledge of allergens and anaphylaxis


	· Knowledge of legislation and statutory guidance 
· Knowledge of areas of legislation relevant to child protection and safeguarding.
· Knowledge of relevant school policies.


	Personal traits

	The successful candidate will be

	· Able to work independently but also as part of a team.
· Punctual and professional.
· Able to maintain successful working relationships with colleagues.
· Reliable and able to be flexible in their approach to work.
· Positive and engaging.
· Able to plan and take control of situations.
· Empathetic to both pupils and team members.
· Patient with pupils who take longer to understand information.

	Additional requirements

	The successful candidate will have

	· The capacity to work flexibly.
· An enhanced DBS check.
· Available references from a previous employer or organisation.
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