
Milton Keynes Council - Role Profile – February 2012
Role Title: 


Catering Manager 
Service Group: 

Children and Families
Accountable to: 

Head Teacher
JE0780
Grade: G
Purpose of job   (outline what, to whom and why)
· To plan, organise and manage the provision of meals at the school and to manage the catering team under the general direction of the Headteacher
Key Objectives (list what outcomes are essential)

	1
	Plan, operate and control the production and service of food related duties, setting out programmes of work and managing other catering staff

	2
	To plan menus in conjunction with the catering team, ensuring that meals comply with the Government Nutritional Standards

	3
	Order food goods and other commodities from suppliers within the agreed school catering budget

	4
	Maintain high standards of food hygiene and cleanliness in the kitchen in accordance with Health and Safety, food hygiene and COSHH regulations at all times

	5
	Ensure storage and management of food and other consumables in line with Health and Safety and hygiene regulations

	6
	Assist with the development of school policies and procedures relating to catering services

	7
	Supervision of all catering team ensuring that they receive adequate and appropriate training to carry out their roles and to ensure that meals are prepared and served on time

	8
	Required to generate income by catering for school events eg annual barbeque


Scope  (outline the size or scope of the role, direct or indirect responsibility for people,  finances, resources and any special aspects of the role)

· To organise, lead and motivate the catering team and undertake appraisals for staff supervised
· To manage a budget adhering to the school’s financial policies and procedures
· Test/develop new food products/menus
· Promote healthy eating within the school, which may include presenting to pupils within class
· To maintain all kitchen equipment and materials used in a safe and clean condition and to report defects in equipment and areas of work to appropriate person
Work Profile   (outline the main areas of responsibility and accountability and competencies)

· Carry out administrative duties as required
· To identify training needs within the catering team by means of annual appraisals and liaise with the CPD Co-ordinator to meet these needs
· To be involved in the recruiting, training and development of new catering staff

· May be required to cater off site
· To adhere to school local and national authorities guidelines and exercise professional discretion at all times.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Participate in training and other learning activities and performance development as required

· Contribute to the overall ethos/work/aims of the school

· Attend relevant meetings

· To maintain confidentiality

Job Context   (attach the organisation chart(s) relating to the role)
PERSON SPECIFICATION

In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified
Awareness 
some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area

Significant 
knowledge and skills gained through practice and/or qualification sufficient to fulfill the role requirements 

Extensive 
knowledge and skills gained through practice and/ or qualification to fulfill the role requirements and contribute to training others and developing policy and practice in the work area

	PERSON SPECIFICATION

 
	Examples specific to role
	Required
	Level
	Method of Assessment application form, interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE
Technical knowledge and qualifications 


	Knowledge of techniques, procedures, practices for managing catering service, preparing, cooking and serving of food, relevant hygiene requirements
City and Guild or NVQ3 in professional cookery or equivalent or willingness to acquire

Previous experience in a supervisory capacity of catering staff

Previous experience  of  large scale catering


	X
X

X

x
	
	
	X
X

X

x
	
	Application Form and Interview
Application Form and Interview

Application Form and Interview

Application Form and Interview



	Planning and organising work 
	Ability to priorities workload of self and delegate tasks to other catering staff

Understanding  their role within the educational establishment and responsibilities and own position within this


	X
x
	
	
	X
x
	
	Interview
Interview

	Planning capacity and resources
	Required to manage consumables/equipment within an agreed budget
	x
	
	
	x
	
	Interview

	PERSON SPECIFICATION

 
	Examples specific to role
	Required
	Level
	Method of Assessment application form, interview, testing, reference

	
	
	E
	D
	A
	S
	E
	

	Influencing and interpersonal skills
	Ability to exchange information with pupils, staff and external providers

Ability to work cohesively with team members to achieve success
	X

x
	
	
	X

x
	
	Interview

Interview

	PROBLEM-SOLVING

Using initiative to overcome problems


	Ability to use initiative to resolve problems eg staff absence, stock shortages
	x
	
	
	x
	
	Interview

	Managing risk
	Understanding of relevant policies/codes of practice and awareness of relevant legislation


	x
	
	
	x
	
	Interview

	Managing change
	Ability to identify own training/development needs and those of staff managed to ensure Health and Safety standards are current and maintained


	x
	
	
	x
	
	interview

	ACCOUNTABILITY and RESPONSIBILITY

Undertakes tasks without supervision


	Required to manage the kitchen and supervise the catering team under the general guidance of the Headteacher
	x
	
	
	x
	
	Interview

	Managing people 
	Regular supervisory responsibility for work of catering team which includes annual appraisal of staff supervised


	x
	
	
	x
	
	Interview

	Managing financial resources
	Required to manage budget and control stock
	x
	
	
	x
	
	Interview


COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements, Leading Change, Focus on the Customer, Team Working, Delivering Performance, Motivation, Managing Resources.

Other information e.g.
· available to undertake work outside of normal working hours

· Be aware of and support difference and ensure equal opportunities for all
Milton Keynes Council is committed to safeguarding and promoting the welfare of children and vulnerable adults. All employees are expected to share this commitment, to follow the Council’s safeguarding policies and procedures and to behave appropriately towards children and vulnerable adults at all times, both in work and in their personal lives.

	
	
	
	

	Signed Job holder   
	Signed Line Manager     
	Signed Headteacher    
	

	
	
	
	

	Print Job Holder   
	Print Line Manager   
	Print Headteacher   
	Date



