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	Job Title:
	Kitchen Manager

	Responsible to:	
	Office Manager & Head of School

	Grade:	
	Scale: D 
Point: 5-6

	Hours of work:
	37 hours per week 
Term time plus 1 week



	Purpose and Scope


	
· Plan and manage the development of the schools catering provision for pupils, staff, and special events, providing an excellent service at all times.
· Day to day supervision of the kitchen team.
· Responsible for the operational efficiency of the full catering service: planning, preparation, cooking and serving food to maximize the quantity and efficiency of the service, providing customer satisfaction at all times. 
· Maintenance of the highest standards of personnel management, hygiene, and health &safety 
· Ensure the school menu is compliant with the School Food Standards and agreed by the schools receiving this service. gov.uk/government/publications/school-food-standards for-schools 

	Organisational Relationships


	· Responsible to The Head of School but will also line managed by the Office Manager/PA to the Deputy CEO.



	Principal Accountabilities or Activities:


	QUALITY OF WORK
· To help prepare food which our customers will enjoy and want to buy.
· Assist in the management of the catering budget.
· To make sure that the kitchen, restaurant, and service areas are clean, tidy and attractive during Break & Lunch times.
· To make sure food is prepared and served promptly and to work quickly enough to keep up during busy periods.
· To make sure portion control, preparation and storage methods avoid wastage and keep down costs.
· To ring in every transaction, and ensure prices are applied correctly to accounts.
· To help prepare and present food in a way which will encourage customers to buy and enjoy their meals.
CUSTOMER SATISFACTION
· To be polite, friendly, and helpful at all times.
· Deal with individual customer requests. E.g. Dietary requirements.
· Listen to customer remarks politely and make sure follow up action is taken.
SALES 
· To advise colleagues and customers to help them choose what they would like to eat.
· To promote relevant products that encourages children to have a balanced meal in line with nutritional Guidelines.
· To make sure the countertop displays are clean and attractive.
STOCK/SUPPLIERS
· To order food for the kitchen and manage stock rotation/control including monthly stock take and costings & all health and safety paperwork required. 
· To deal with suppliers to ensure food and goods are received correctly and on time. 
· Daily communication with suppliers to ensure delivery to deadline of correct, good quality supplies at the best prices. 
· Monitor the quality of the goods delivered and reject if appropriate.
TEAM LEADERSHIP
· To hold regular team meetings/briefings with all catering staff and liaise with the Head of School as required.
· To be responsible for the immediate reporting of staff absences to the Office Manager, organise and provide cover within the catering provision, or provide cover yourself.
· To support with the recruitment and induction of new members of the catering staff 
· To ensure staff are correctly trained on health and safety, including correct use of equipment and complete training records. 
· To monitor staff performance, providing training and development as necessary.
· To be involved in the discipline of staff in accordance with the school policy.
· Monitor staff training and liaise with his line manager regarding any required training.
· Ensure all staff members attend school training and updates as required.
CLEANING
· To ensure that the cleaning schedule is complied with and carry out cleaning as required, including deep cleans termly (on non-pupil days). 
· Appropriate use of chemicals, cleaning equipment and PPE
HEALTH, SAFETY & THE ENVIRONMENT
· To make sure you meet the legal and School requirements for fire, safety, health and hygiene.
· To Ensure that the correct type and quality of food is cooked to standard for all appropriate serving times, having due regard to quantity, temperature control, portion control and the economic use of resources.  
· To wear correct uniform as provided at all times. Uniform not to be worn out of work.
· To report all accidents and near misses as soon as possible.
· To use all Kitchen Equipment in accordance with relevant safety guidelines.
· To comply with requirements of the Food Handlers Training at all times.
· Ensure all processes and standards meet all requirements of Environmental Health Inspections.




	Safeguarding


	· Respecting confidential issues linked to home/students/teachers work and to keep confidence as appropriate.
· To keep up to date with the school procedures for safeguarding and child protection, reporting any concerns to senior designated person.

	Health and Safety


	· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
· Co-operate with the employer on all issues to do with Health, Safety & Welfare




	Continuing Professional Development


	· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with developments related to teaching and learning and personal development, behaviour and welfare which may lead to improvements in the provision of the academy.
· Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.
· Take full advantage of any relevant training and development available including First Aid Training
· Additional training will be provided as required.



	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this role profile.

Employees are expected to be courteous to colleagues and students, providing a welcoming environment to visitors and telephone callers.

This job description is current at the date shown, but in consultation with you, may be changed by Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.










	Personal Specification /Qualities required. (desirable)


	· Experience of working with adults and young people Excellent interpersonal skills.
· Good negotiation skills.
· A flexibility of approach.
· The ability to react calmly and thoughtfully in a crisis.
· A willingness to understand the complexities of a student’s personal circumstances and how it impacts on their learning at school.
· An open-minded approach to problem solving.
· Good personal organisation.
· ICT skills.










	


image1.png




