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	Post Title: DEPUTY CATERING MANAGER HIGH SCHOOL

	Department: Operations
	Establishment/Post No: I36

	Division/Section: Catering 
	Post Grade: 6

	Location: High Schools
	Post Hours: 27.5 hours per week

	Special Conditions of Service:
The school/Authority is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Weekend and evenings, out of hours working as and when required


	Purpose and Objectives of Post: 
To assist the Catering Manager in the management and maintenance of an efficient catering operation within the school environment.
To deputise for the Catering Manager during his/her absence.


	Accountable to: Catering Coordinator

	Immediately Responsible to: Catering Manager

	Immediately Responsible for: Cooks and Catering Assistants


	Relationships:
Internal:
All CYPC employees and other employees of the Authority
Head Teachers
Teaching, administrative and ancillary staff
Pupils

	External:
Contractors and suppliers
Members of the public


	Control of Resources:

Personnel:                All staff working under his/her control                     

Financial:
Control of cash and credit income                                         
Equipment/Materials: Ensure that standards of food and non-food are to agreed specification and standard. Responsible for the cleanliness, maintenance and safe working conditions of all light and heavy equipment and furniture.
Health & Safety:
use of material and equipment in a safe manner with regard to self, other employees and customers. Awareness and understanding of the implementation of the Health, Safety and Hygiene Regulations and COSHH.


	

	Duties/Responsibilities
1. To assist in the management and control of the provision and delivery of catering services within his/her establishment.
2. To assist in the achievement of financial targets and ensure that correct monitoring procedures are met.
3. To comply with agreed cash control and banking procedures.
4. To purchase and control food and equipment as required by the catering manager.
5. To cook and prepare meals as per menu and support the manager to enable supervisors and staff to be trained to produce meals to the same high standard.
6. To assist the manager in the inputting of data onto computer aided information management systems
7. To assist the catering manager in the supervision, training and development, discipline and welfare of catering staff within his/her control.
8. To assist the manager in the creation of staff duty Rota’s.
9. To assist the manager in the provision of catering for special functions, conferences and meetings.
10. To ensure that all health, safety and hygiene issues are addressed and adhered to at all times.
11. Attend meetings as required and deputise for the Catering Manager on the school student council, as required.
12. Undertake any other duties and responsibilities of an equivalent level as the need arises.
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application and Interview

	City & Guilds 706/1 & 706/2 / NVQ Level 1 & 2 or equivalent in food preparation and Cooking
	
	

	Application and Interview 

	BTEC or NVQ Level3 or equivalent or evidence to demonstrate
	
	

	Application and Interview

	Substantial experience in large scale catering and supervising
	
	

	Application and Interview

	Basic Food Hygiene Certificate
	
	

	Application and Interview 

	Intermediate Food Hygiene Certificate
	
	

	Application and Interview

	Effectively demonstrate supervisory skills, use of resources and ability to achieve targets

	
	

	Application and Interview 

	Computer literate and knowledge of Microsoft Windows and Excel
	
	

	Application and Interview
	Demonstrate sound knowledge of Health and Safety and food safety systems

	

	



the above short-listing criteria plus the following:
	ASSESSMENT METHOD
	INTERVIEWING CRITERIA

	Application and Interview

	Must be capable of food preparation and presentation to a high standard.

	Interview

	Demonstrate an awareness of the Welfare and Safeguarding of Children & Young people 


	Application and Interview 

	Must be capable of ordering food supplies and checking food deliveries.

	Application and Interview

	Must be capable of cash handling and using banking procedures.

	Application and Interview

	Must be capable of compiling cleaning schedules within the kitchen.

	Application and Interview

	Must be able to demonstrate an awareness of a high standard of hygiene both operational and personal.

	Application and Interview

	Must be conversant with Fire Regulations.

	Application and Interview

	Must be able to demonstrate an awareness of safety within working environment.

	Application and Interview

	Must be self motivated and able to work under pressure.

	Application and Interview

	Must be able to communicate clearly with staff, teaching staff and pupils.

	Application and Interview

	Must be capable of maintaining clear and precise records.

	Application and Interview

	Must be capable of efficient stock control 

	Application and Interview

	Must be able to assist in identifying staff training needs.

	Interview

	Must have a commitment to Customer Care.

	Interview

	Must be able to cover relief in other units.
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