OLDHAM COUNCIL
JOB DESCRIPTION
	JOB TITLE
	Catering – LEVEL C1


	DEPARTMENT


	People, Communities & Society – CYPF 
	SCHOOL
	Royton Hall Primary School 

	GRADE
	Grade 4 (SCP 12- 17)
£29,542 - £32,046 pro rata
	JE CODE
	ECA4


	JOB PURPOSE
Under direction of the Business Manager, to deliver a high quality catering service which meets the needs of pupils and the school, ensuring catering standards are achieved, maintained and delivered to deadlines and supervise a team of Catering Assistants to this purpose.



	KEY TASKS – Catering Provision


	1.


	Oversee the day-to day operation of the school’s catering provision, to deliver healthy and high quality meals.



	2.


	Plan the daily menus over a cycle, taking factors into account such as cultural needs, speciality diets and availability of related ingredients.



	3.


	Prepare, cook and serve snacks, meals and drinks, including any individual pupil dietary meals, in line with National Nutritional standards.



	5.


	Oversee the smooth running of pupils being served their lunches, snacks and drinks in the dining hall.



	6.
	Oversee that cleaning duties are undertaken and ensuring kitchen and dining areas are tidy, hazard-free, and the Catering Assistants are observing the associated risk assessments.



	7.
	Manage kitchen safety including food safety and allergy management 



	8.
	Order food stocks in relation to planned menus, and when deliveries arrive, to check delivery notes against what has been supplied and report discrepancies to the supplier in the first instance, raising issues with the Business Manager if they are not resolved. 



	9.
	Maintenance of authorised food stock levels and completion of stock returns by date required.



	10.
	Undertake routine checks of equipment, cleaning materials, stationery and uniform.



	KEY TASKS – Supervision


	11.
	Supervise the work of the Catering Assistants. Duties include assisting with recruitment and selection, inducting new members of staff, organising workloads, and ensuring work is completed to required quality standards and lunchtime deadlines.



	KEY TASKS – Pupils


	12.


	Assist in the supervision of pupils in the dining halls to ensure the maintenance of good order and discipline in accordance with school policies.



	13.


	To support school policies by reinforcing acceptable behaviour of pupils whilst in the dining room.



	14.


	To report incidents involving pupils welfare and/or behaviour to appropriate staff. 



	KEY TASKS – Health & Safety


	15.
	To ensure compliance with agreed Health & Safety Policy, Allergies and COSHH Regulations with regard to food, equipment, materials and general safety. To work with the Business Manager to regularly update risk assessments.



	16.
	To adhere to all procedures within the schools policies.



	17.
	Make arrangements for necessary repairs to kitchen equipment, ensuring unsafe equipment is taken out of use while the repairs are pending.  Work with the Business Manager to determine the most cost effective courses of action with respect to replacement of equipment, against making repairs.



	18.
	To report serious accidents, near-misses and incidents to the Business Manager.



	19.
	To assist in the security of the catering area at all times.



	20.
	To maintain high standards of cleanliness, personal hygiene and appearance.




	STANDARD DUTIES


	1.


	To understand the importance of equality and diversity in the workplace and service delivery and promote equal opportunities for all.



	2.


	To uphold and promote the values and the ethos of the school.

	3.


	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.



	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, staff and visitors to the school



	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT


	Responsible to:

	Business Manager

	Responsible for:

	Catering Assistants*


	SPECIAL CONDITIONS 
DBS Disclosure Required – Enhanced




	
	DATE
	NAME
	POST TITLE

	PREPARED

	
	
	

	REVIEWED

	
	
	

	REVIEWED

	
	
	


PERSON SPECIFICATION
Job Title: CATERING – LEVEL C1
	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	Education & Qualifications
	Food Safety Level 3

NVQ 3 in Catering or equivalent 

Willingness to gain a First Aid Certificate


	First Aid Certificate
	AF / I

AF / I

AF / I



	Experience
	Experience of preparing and cooking food in a catering environment 

Experience of dealing efficiently and effectively with members of the public

Experience of planning menus and ordering food stocks relating to those menus

Experience of working within allocated budgets and following financial procedures

Experience of working in a team to meet an immovable deadline


	Experience of working within school kitchens and serving meals to pupils/students

Experience of supervising a team to meet an immovable deadline and required quality standards
	AF / I

AF / I

AF / I

AF / I

AF / I

	Skills & Abilities
	Literacy skills to read and follow instructions and to keep appropriate records relating to storage and disposal of food

Communication skills to exchange information with a range of audiences, such as suppliers, parents and other colleagues within the school

Initiative to plan catering provision and menus and work within guidelines to respond to unexpected problems

ICT skills to operate a computer to support the running of the school kitchen


	
	AF / I

AF / I

AF / I

AF / I



	Knowledge
	Knowledge of potential hazards faced working in a school kitchen and why there is a need to follow procedures connected to cleanliness, health and safety

Understanding of healthy eating options, alternative diets and Nutritional Standards in Schools

Understanding of safeguarding and recognising the importance of ensuring a secure and safe environment for pupils

Understanding of confidentiality and why this is important in a school


	
	AF / I

AF / I

AF / I

AF / I

	Work circumstances

	To wear the uniform provided and maintain it to the required standard

	
	I


Abbreviations: AF = Application Form; I = Interview.
NB. - Any candidate with a disability who meets the
essential criteria will be guaranteed an interview
 Oldham Council, 2011

