ST MALACHY’S COLLEGE
JOB DESCRIPTION
Post:


Catering Manager
Responsible to:
The Principal through the Bursar
Responsible for:
The supervision of up to 15 Staff
This is an exciting opportunity to be involved in the managing the catering facility at the school.
1.0 Job Purpose:  To be responsible for the efficient and effective delivery of a catering service.


Team participation is essential to provide an efficient hygienic service, to achieve customer
 satisfaction and to promote sales within the unit(s).

2.0 Duties and Responsibilities

2.1
Service Delivery/Operational Issues

2.1.1
Skilled cooking activities connected to the full range of menu provision for example


preparation of menus, portion control, special dietary meals and function catering where


appropriate.

2.1.2 Organisation and supervision of food service, to include all aspects, service points and the


transportation of meals.

2.1.3
Actively promote the service through parents, principals and customers to increase the 
uptake of meals.

2.1.4 To ensure that the kitchen and dining centres, if applicable, meet current standards of food safety legislation.

2.1.5
To ensure all catering practice complies with appropriate Health and Safety Legislation.

2.1.6
Responsible for securing the unit.

2.1.7 To ensure effective communication links with the school on all aspects of service delivery.

2.1.8 To ensure effective communication at all levels through regular staff meetings.

2.1.9 To ensure all catering equipment is operational and to report any faults, or obtain quotations for repairs our new equipment.

2.2 Human Resources

2.2.1
Supervision and direction of other employees including allocation of duties and work rotas. 
Where employed at a transporting kitchen, duties also incorporate the work routine of the

Catering Assistants and the operational issues of dining centres.
2.2.2 To effectively participate in the implementation of all policies relating to staff issues e.g.


managing attendance, disciplinary and grievance.

2.2.3 Induction and on-going staff training.

2.3 Financial
2.3.1 Clerical duties associated with the efficient running of the kitchen, including record keeping and cash handling.

2.3.2
Responsible for the managing of all resources to include food, labour, overheads and

equipment.

3.0 General Conditions
3.1
All duties must be carried out to comply with

(a) Acts of Parliament, Statutory Instruments and Regulations and other Legal


requirements.

(b)
Codes of Practice.

3.2 All duties will be carried out in the working conditions normally inherent in the job.
3.3 All necessary administration must be completed as required.

3.4 Duties will be carried out for jobs up to and including those in the same grade, provided such duties are within the competence of the employee.

4.0 Hours & Wage Rate

33.75 hours per week, term-time. Pay Scale 3 Spinal Points 5-6 £10.468 to £10.6774 per hour, Summer retainer paid. (Pay equates to salary range £17,735 to £18,090 per annum).

It is acknowledged that the contents of this generic job description are not subject to appeal.

PERSONNEL SPECIFICATION – Catering Manager
	FACTOR
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
	City and Guilds 706/2, NVQ

Level 2 Catering or equivalent

AND

Basic Food Hygiene Certification or equivalent


	Intermediate Hygiene Certificate
Bakery qualification



	EXPERIENCE
	A minimum of 1 year experience in large scale catering as an assistant cook or equivalent


	

	KNOWLEDGE & SKILLS
	Knowledge of health and safety

Knowledge of culinary skills

Knowledge of HACCP/COSHH

Knowledge of hygiene


	Knowledge of nutritional standards for schools

Staff management skills

Administrative skills

	PERSONAL QUALITIES
	High standard of personal hygiene

Ability to communicate effectively with customers and staff

Team working skills


	


Please note criteria may be enhanced to facilitate Short-listing
