JOB DESCRIPTION
	Post Title:
	 Catering & Hospitality Manager

	Purpose:
	To assist the Site Supervisor in the day to day running of the maintenance/facilities department providing an efficient delivery service and maintain site security and safety with particular responsibility for the following:



	Reporting to:
	NLA Principal & Trust Director of Finance


	Responsible for:
	Catering staff

	Liaising with:
	Trust Director of Facilities, NLA Operations Manager

	Working time:
	37 hours per week, Monday-Friday.  Flexibility is required.


	Grade:
	NJC point 17 (£24,491)

	MAIN (Core) DUTIES

	Service

Provision:
	· To manage the catering services for the school to a high standard and to meet school expectations ensuring all health, safety and hygiene standards are met.


	Core duties:
	· To ensure prompt and efficient preparations and service of all meals and breaks at the required time, including hospitality requirements. To ensure that they are being provided to the standard laid down by the School and to the school’s satisfaction.
· Planning of student focused menus which are exciting for both mid-morning break and lunch. Ensuring that they are balanced multi choice menus, in accordance with nutritional standards, considering the dietary needs and preferences of pupils and varied cultural and religious backgrounds and that are cost within the allocated budgets
· To ensure that the control of raw materials
· Ensure stock is managed and rotated and food products are stored correctly as per health & safety requirement.
· To ensure the School’s accountancy, documentation and administration procedures are carried out to the approved standard and that the necessary weekly & monthly returns are completed accurately and at the appointed time.
· To plan & prepare theme days and promotions
· To manage and motivate the catering team to deliver the catering services to a high standard
· To maintain the legal and School’s standards of hygiene and safety and take any action as is necessary.

· To ensure the Safer Food Better Business (SFBB) is completed in line with the legal requirements and use as a daily working document
· Ensuring equipment is maintained and repairs reported to the school and recorded
· To take all necessary steps to ensure maximum security of the kitchen, store, office, safe and monies and any other areas under the control of the catering department
· Work with the School’s wellbeing team to help promote health eating
· To assist with recruitment, interview, control and discipline staff according to the needs of the School, within the procedure laid down by the School and Government Legislation.
· Lead the performance management of all catering staff. 
· To have special regard to the welfare and maintenance of the kitchen staff and to monitor their performance and organise training and coaching as necessary, and record on the appropriate documents.
· Test and develop new food products and menus for the School.
· Ensure health and safety and personal hygiene requirements including hand washing and the use of PPE are met for all catering staff.
· Organise special functions including whole staff/Cross Trust INSET days are catered for as per the requirement set by the school.
· Assist with the development of school policies and procedures relating to catering services
· To make regular reports to the School, working alongside RPJ3 Group and to make any reports as necessary pertaining to current results or events as and when required
· Any other reasonable request made by the school.

	Staffing:
	· To take part in the Academy’s staff development programme by participating in arrangements for further training and professional development
· To continue professional development in the relevant areas including use of new technology
· To participate in the Staff Performance Management process
· To work as a member of a designated team and to contribute positively to effective working relations within the Academy
· To monitor attendance and capability of catering staff and inform HR if there are any issues.

	Quality Assurance:
	· To help to implement Academy quality procedures and to adhere to these
· To contribute to the process of monitoring and evaluation in line with agreed Academy procedures, including evaluation against quality standards and performance criteria. To seek/implement modification and improvement where required

	Management Information and Administration:
	· To communicate and consult with other staff in providing an information network
· To record accidents and other incidents in the academy logging system. To make note of any H and S defects and report immediately to Director of facilities.

	Communications:
	· To communicate and consult with other staff 
· Where appropriate, to communicate and co-operate with internal/external individuals and bodies as appropriate
· To follow agreed policies for communications within the Academy

	
	

	Management of Resources:
	· To contribute with other staff to ensure a sharing and effective use of resources to the benefit of the Academy and its students
· To contribute to the process of the ordering and allocation of equipment and materials

	Students:
	· To promote the well-being of all people working in the academy

	OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.

To support the Academy Mission Statement and ethos.

Any other task that is within the skill level and capability.
This job description is current at the date shown but, in consultation with you, may be changed by the Principal, to reflect or anticipate changes in the job commensurate with the salary and job title.




DATE:  November 2019
	PERSON SPECIFICATION
	Essential
	Desirable

	QUALIFICATIONS AND ATTAINMENTS
	
	

	· GCSE/O-level in English and Maths
	
	(

	· General education to A-level standard
	
	(

	· Degree
	
	(

	· Relevant qualifications (e.g. COSHH,  NEBOSH, IOSH etc)
	
	(

	EXPERIENCE
	
	

	· Caretaking Experience
	
	(

	· Minibus driving Experience
	
	(

	SKILLS / KNOWLEDGE / ABILITIES
	
	

	· Knowledge of Health & Safety Legislation
	(
	

	· PC literacy
	(
	

	· Excellent interpersonal skills
	(
	

	· Excellent communication skills both written and verbal
	(
	

	· Ability to organise and prioritise own workload
	(
	

	· Ability to work on own initiative and without close supervision
	(
	

	· Ability to be a fully integrated team member
	(
	

	· Ability to work with interruptions
	(
	

	· Ability to assist staff and students in a polite and helpful manner
	(
	

	· Ability to meet deadlines
	(
	

	QUALITIES
	
	

	· Commitment to and ability to support the ethos of the Academy
	(
	

	· Comfortable and supportive of working in a school
	(
	

	· Committed to equality of opportunity and fair treatment for all staff and students
	          (
	

	· Awareness of and ability to work within and promote the health and safety requirements and the Trust’s Health and Safety Policy
	(
	

	· Willingness to participate in and conduct individual staff review and development procedures
	(
	

	· Keyholder with willingness to work flexibly regarding opening/closing of the Academy and emergency callouts
	(
	

	· Willingness to undertake further training
	(
	

	· Approachable
	(
	

	· Adaptable/Flexible
	(
	

	· Enthusiastic
	(
	

	· Positive
	(
	

	· Patient
	(
	

	· Willing to take virtually any reasonable work related task if and when necessary
	(
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