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JOB DESCRIPTION

	
	

	JOB DETAILS:

Location of work:
	St Mark’s R C Primary School

	Job Title:
	Cook supervisor

	Grade:
	Grade 3A

	Directly responsible to:
	School Business Manager /Head Teacher

	Directly responsible for:
	Assistant Cook / General Assistants

	Hours of Duty:
	32.5 hours per week, Monday to Friday, term time.

	Disclosure level
	All positions are subject to an enhanced DBS check as standard practice

	Primary purpose of the job: 
	To be responsible for all aspects of the catering services at the school, ensuring smooth running of kitchen area

	
	

	MAIN DUTIES AND RESPONSIBILITIES/ACCOUNTABILITIES:

	Meal Provision

	· 
	To plan and prepare nutritional and healthy meals, following the School Food Standard and Healthy Schools Policy

	· 
	To ensure portion control and nutritional standards are met

	· 
	To ensure food is ready on time and is maintained at the correct temperature

	· 
	To cater for pupils with special diets

	· 
	To prepare food for ad-hoc functions (PTA events, school fairs, governors meeting, etc.)

	Resources and Budget Management

	· 
	To source suppliers and requisition supplies, obtaining best value

	· 
	To check deliveries for quality and quantity and reconcile invoices

	· 
	To ensure efficient stock control including stock rotation and maintenance of stock records

	· 
	To ensure kitchen equipment is appropriately used, cleaned, maintained and replaced ensuring best value

	· 
	To devise and monitor systems for portion control and minimisation of waste

	· 
	To maintain appropriate administrative and recording documentation

	· 
	To ensure all food is served with the correct tools and is well presented

	Service Planning. Delivering and Monitoring

	· 
	To monitor and research the Children’s Food Trust and other Government Agencies to ensure changes in Food Standards in Schools are known and applied

	· 
	To cost and plan suitable healthy daily menus (3 weekly cycle)

	· 
	To plan alternative meals for special dietary requirements, liaising with Health Service representatives where necessary

	· 
	To monitor standards of food preparation, cooking, service and cleaning and take appropriate remedial action as and when required

	· 
	To respond effectively to customer requests and complaints

	· 
	To promote the catering service in school in order to exceed targets

	· 
	To positively encourage customers to try a variety of food and seek feedback from pupils and staff on product and service

	Kitchen Hygiene and Safety

	· 
	To ensure set-up guidelines are followed in relation to the washing up of all eating utensils and equipment sterilising where required

	· 
	To ensure cleaning duties are completed following daily and weekly rotas, to ensure health and safety and hygiene standards are maintained

	· 
	To comply with corporate and statutory initiatives – equality/health and safety/government sustainability / School and Children’s Services Policies

	· 
	To complete and regularly update risk assessments for all kitchen related tasks and activities

	Staff Management

	· 
	To lead and manage the catering staff including their effective deployment, welfare, discipline and development

	· 
	To ensure a safe working environment for kitchen staff

	· 
	To plan and provide appropriate induction training and arrange in-service training as required

	· 
	To ensure kitchen staff receives training for Basic Food Hygiene Certificate

	· 
	To devise and monitor procedures to ensure compliance with health and safety, hygiene and food handling regulations

	· 
	To promote teamwork to ensure efficient operation of catering service.

	The post holder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy Polices.
To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.


	REVIEW ARRANGEMENTS:

	The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the Council will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.


	Date Job Description prepared/revised:
	March, 2026

	Prepared by:
	Mrs D Tinsley

	Agreed by Postholder
	Mrs E Woodruff
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	Job title
	Grade
	Directorate
	Location

	COOK SUPERVISOR
	3A
	CHILDREN’S SERVICES


	St Mark’s R C Primary School


Notes to Applicants: The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and ultimately, appointing the successful applicant.  You must demonstrate therefore how you meet each of the following criteria in your application.














        

        

	Criteria
	Essential
	Desirable

	Skills
	· Able to communicate effectively with people at all levels

· Able to order and manage provisions within  a budget
	· Able to demonstrate flair and imagination in food preparation and presentation

	
	· Able to motivate and head a small team of staff
· Basic numeracy/literacy/communication skills
· Able to demonstrate good food production and presentation skills
	· Able to work under own initiative within a strict time limit


	
	
	

	
	· 
	

	Knowledge
	· Knowledge of and ability to apply techniques to promote customer care
	· NVQ Level 2 in Food preparation and cooking or City and Guilds 706/1 Certificate or equivalent

	
	· Practical implications of regulations and legislation relating to safe and hygienic working within a catering service
	· Supervisory management qualification

	
	· Knowledge of techniques used in supervising staff
	· Food Hygiene Certificate

	
	· Knowledge of techniques used in training staff on the job
	· Knowledge of marketing techniques

	
	· Willing to undertake Food Hygiene training
	

	Experience
	· Supervisory experience within a catering environment
	· Relevant experience of providing large scale catering

	
	
	· Relevant experience in a school catering environment 
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