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Job Description
Post Title: 			Chef Manager/Catering Manager
Grade/Scale:                        Grade 10, Point 37-40, £37,035 - £39,513 (pro rata £32,131 - £34,812)
Hours: 	Mon-Fri, full-time 37 hours per week, term time only plus inset days (39 weeks)
Line Manager 		Director of Business & Finance
Principal Responsibilities are to:
• Provide an effective, efficient and financially sustainable in-house catering service to deliver breakfast, break and lunch services to students
• Ensure compliance with all food legislation eg allergens, relating the school catering service
• Take responsibility for the management of the catering staff team to ensure a
professional catering service is delivered
• Assist in the development of and subsequently implement the school’s catering strategy
• Ensure operating practises are regularly reviewed with any necessary identified
improvements implemented
• Assist the Director of Business & Finance in controlling catering costs and the financial performance of the in-house catering service
• Lead on customer care in the canteen
Main Duties:
• Manage the purchasing and delivery of food supplies and materials, negotiating with suppliers to ensure best value for the catering operation
• Administer and direct catering staff within all aspects of food and beverage production, service 
and cleaning work required


• Ensure that regular staff briefings and training takes place
• Lead, manage, motivate and train the catering services team. Organising staff training as required and undertaking annual staff appraisal meetings with catering staff
• Plan a cycle of menus to ensure that nutritional content meets the recommended
guidelines and that the variety offered is attractive to students and staff.
• Manage the effective deployment of staff across all catering outlet points and ensuring the rotation of staff to undertake various duties. Managing staff absences and ensuring cover to maintain an effective school catering service
• Lead and provide catering services for school events external to the canteen service
• Administer appropriate returns and records, maintaining effective stock control, security and ordering procedures
• Oversee the biometric cashless catering system across the canteen including reporting
system difficulties to the suppliers and communicating solutions to the team

• Place orders with suppliers as necessary to ensure that sufficient stocks are always
available for meals to be produced

• Sourcing food suppliers, specialist catering equipment and equipment maintenance contracts

• Keep up to date with any changes and developments in Health & Safety and Food Hygiene regulations, ensuring that all staff are appropriately trained and seeking to ensure 5-star EHO ratings are maintained for the school catering service

• Be responsible for maintaining hygiene standards and complying with health and safety
regulations at all times, together with COSHH and first aid requirements.

• Ensure that correct working practices by staff within the designated food areas are
carried out in line with healthy and safety policy and hygiene legislation, as well as school
policy

• Be fully conversant with HACCP, its implementation and critical control point procedures;
operate a system of stock control as an aid to purchasing and budget monitoring and
control

• Contribute to the planning and marketing activities that are purposed and reflected in the
catering business as a whole
• To be an expert and lead on catering related issues across the whole of the school
• Any other appointment duties commensurate with the grade of the post which may be
required from time to time

Other duties

· Be committed at all times to the safeguarding and protection of children and young people
· Report any child protection concerns to the Designated Safeguarding Lead (DSL) adhering to the school Child Protection Safeguarding Policy
· Actively seek to promote the school catering service and seek to gain local or national accreditation 
· Work co-operatively with colleagues across the school to achieve the aims and objectives of the post and the school

Qualifications required;-
· NVQ Level 2 in Food Preparation and Cooking or equivalent
· Level 3 Food Safety Certificate
This is a description of the main duties and responsibilities of the post at the date of
production. The duties may change over time as requirements and circumstances
change. The person in the post may also have to carry out other duties as may be
necessary from time to time.

Date Job Description prepared/updated: November 2024
Person Specification
	Qualifications
	Essential 
	Desirable

	City and Guilds 706/1 and 2 or NVQ Level 3 or equivalent
	
	

	Qualification in Business Management
	
	

	Intermediate food hygiene certificate
	
	



	Skills
	
	

	Able to communicate effectively with people at all levels
	
	

	Able to demonstrate flair and imagination in food preparation and presentation

	
	

	Able to motivate and lead a team of staff
	
	

	Able to demonstrate excellent food production and presentation skills
	
	

	Able to deliver excellent customer service
	
	

	Able to manage the financial aspects of the catering operations 
	
	

	Knowledge of ability to apply techniques to promote customer care
	
	

	Knowledge of marketing techniques
	
	

	Working knowledge of Microsoft Office to record data in excel and word to produce catering forms/templates
	
	

	Knowledge of government recommended nutritional guidelines
	
	

	Practical implications of regulations and legislation relating to safe and hygienic work within a catering service
	
	

	Knowledge of techniques used in supervising staff
	
	

	Supervisory/Management experience within a catering environment
	
	

	Experience of dealing with external contractors and ordering procedures
	
	

	Experience of working with nutritional standards for school
	
	



	Personal Qualities
	
	

	Good communication skills and the ability to motivate others
	
	

	Ability to prioritise workload
	
	

	Good Organisational Skills
	
	

	Positive Approach to problem solving
	
	

	Sense of humour and calm under pressure
	
	

	Willingness to attend out of school time events, e.g. presentation evening
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