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AES Job Description – Professional Support Staff

	Name:

 
	Team:


Catering


	Post: 


Catering Manager
	Scale:


6
Point:


13-17


	Date appointed to 
post: 
	Date appointed to 
school: 

	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  
None


	Hours:


37 Hours p/w Term Time



And 1 Week & 2 Days 



During School Closure 



and 3 Training Days

	Line Manager:
	Business Manager


	Job purpose: 
Responsible for the operational efficiency, preparation and presentation of food and beverages to the required standard within the budget limitations as agreed with the school management.  Maintenance of the highest standards of personnel management, hygiene and health and safety.




	CATERING:
· To lead on the whole school Food Strategy and AES statement implementing an action plan to address improved nutritional, sustainable and affordable food planning, procurement, serving, reduction in food waste, sustainable cutlery and cleaning products and helping the school to monitor environmental impact.
· To engage with Senior Leadership Team and to lead a team which meets food and hygiene standards.
· To ensure that methods of preparation and presentation comply with current recognised catering standards.

· To order raw materials supplies, check deliveries and ensure all raw and cooked food is stored correctly.

· To ensure all cooking staff carry out the preparation and cooking of all meals to the recipe

· specifications and nutritional guidelines.

· To ensure all staff adheres to the portion standard yields as stated within the recipe specification.

· Responsible for monitoring of menu planning and ordering.

· To ensure the prompt service of all meals, breaks and functions provided, as required by the Business Manager
· To implement local promotions/theme days.

· To ensure that all catering activities are carried out in line with the pre-agreed school budget.

· To ensure any comments regarding the catering operation - positive or otherwise, are noted and acted upon appropriately.

· To plan, implement and review a cycle of menus to be revised at regular intervals as instructed by the Business Manager

· To adjust the menu to eliminate unpopular or costly items.

· To purchase all supplies through agreed suppliers and advise the School Administrator of any unsolved difficulties with suppliers.

· To occasionally organise special functions, this may be outside of normal working hours.

· Ensure Cashless Catering system is kept up to date with menu changes.

COMMUNICATION:
· To maintain regular contact with the Finance Officer.

· To actively monitor customer satisfaction with food provided on a weekly basis.

· To hold regular team meetings/briefings with all catering staff.

 TEAM LEADERSHIP:
· To induct all new members of the catering staff.

· Monitoring of staff performance, providing training and development as necessary.

HEALTH AND SAFETY:
· To report all accidents and unfit foods.

· To ensure that all aspects of health and safety legislation are complied with so far as the catering service is concerned.
· To ensure that the cleaning schedule is complied with and carry out cleaning if required.

GENERAL:
· To take all necessary steps to ensure maximum security of money, kitchen supplies and equipment.

· To participate in any review of your own training and development needs and attend any activities that are identified for you.

· Appropriate promotion and marketing of the catering service.

· Identifying and recommending improvements and cost savings to the benefit of the customer.

· To be responsible for the collection and recording of cash.

· Such other duties related to school catering as may be necessary from time to time within the

· reasonable requirements of the Finance Officer. 

The duties may be varied by the Leadership Team to meet changed circumstances in a manner compatible with the post held.


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate, e.g taking part in a visit, supporting International Fringe week and International theme days.
· Be familiar with the varying needs and characteristics of different faiths and cultures

	ADMINISTRATIVE/CPD:
· Undertake any training commensurate with the post.




AES PERSON SPECIFICATION

Catering Manager
	Experience
	· Successful recent experience working in a school
· Working effectively as part of a catering team

	Qualifications


	Essential

· Experience of the preparation and cooking of food and beverages 
· Experience of serving customers at the counter/hatch or from a trolley kiosk as required
· Basic level of education

	Desirable:

· NVQ Level 2 in English and Mathematics or equivalent
Level 2 Food Safety Certificate in Catering 

· Knowledge of school policies and procedures 


	Knowledge, Skills & Aptitudes


	· General understanding of the operation of a school
· Ability to maintain a high standard of personal and general cleanliness and hygiene to comply with statutory and school regulations
· Ability to complete forms 

· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally
· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply procedures and legislation relating to confidentiality



	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective use of standard IT programs such as Word 

· An awareness of, and commitment to equalities of opportunity and inclusion in education
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