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Broadbent Fold Primary School and Nursery
         Catering Manager Job Description
	Job Title
	CATERING MANAGER 

	Grade
	D


	Reports to
	School Business Manager

	Responsible for
	School catering staff

	Liaison with
	Office staff & Suppliers

	Job Purpose
	· Responsible for the operational efficiency of the catering service, planning, preparation, cooking and serving of food and beverages to the required standard and within the budget limitations as agreed with the SBM 
· Plan and manage the development of the Schools Catering Provision for Children, Staff and Special Events
· Maintenance of the highest standards of personnel management, food hygiene, food nutrition and health & safety.
· To participate and contribute to wider school activities relating to the catering service and help promote the benefits of healthy eating through our curriculum. 

	Duties
	CATERING
· To ensure that methods of preparation and presentation of all foodstuff comply with all current recognised catering standards. 
· To order raw materials and supplies, check deliveries and ensure all fresh, frozen and pre-prepared foodstuffs are stored correctly within the necessary timeframes and at the correct temperature.
· To ensure kitchen staff carry out the preparation and cooking of all meals to the recipe specifications and nutritional guidelines.
· To be responsible for menu planning, ordering & the stock control/rotation of all foodstuffs and beverages. 
· To ensure the prompt service of all meals, breaks and functions provided, as required by the Headteacher.
· To implement local promotions/theme days, as required often in line with the school curriculum or events of national importance. 
· To ensure that all catering activities are carried out in line with the pre-agreed school budget.
· To plan, implement and review periodic seasonal menus to be revised at regular intervals as instructed by the SBM.
· To use Microsoft packages (Word, Excel & Outlook).
· To purchase all supplies through agreed suppliers and advise the SBM of any unsolved difficulties with suppliers.
· To occasionally organise special functions, which may be outside of normal working hours.
       FINANCIAL MANAGEMENT
· To work with the SBM to develop a Business Plan for the Catering Operation.
· To ensure there is a fully costed menu, with sufficient information to ensure portion control.
· To prepare daily, weekly and monthly trading records highlighting significant variances to the Business Plans.
· To maximise the full potential of the catering operation is achieved in terms of turnover, profitability, quality of food and value for money for staff and pupils.
· To hold regular team meetings/briefings with all kitchen staff and liaise with senior school managers, as required.
· To be responsible for the immediate reporting of staff absences to the Business Manager. You will be responsible for co-ordinating supply cover for absent staff.
· To review and monitor all purchasing procedures to ensure Best Value is achieved.
TEAM LEADERSHIP
· To assist with the recruitment and induction of all new members of kitchen staff.
· To participate in staff performance, and lead performance management of kitchen staff, providing training and development as necessary.
· To be involved in the discipline of staff in accordance with the School Procedure, as required.
HEALTH AND SAFETY
· To report all accidents to the SBM and complete the necessary documentation.
· To report all incidents whereby unfit foods have been delivered and complete the necessary documentation.
· Ensure the catering practise complies with all aspects of Food Hygiene and Health & Safety Legislation and procedures at all times.
· Ensure high standards of cleaning are maintained and all surfaces (including walls and floors) and equipment are kept clean to minimise the risk of accidents and maintain high standards of hygiene.
· Ensure all equipment is kept in good working order and that repair, maintenance and disposal is carried out as necessary.  Report any defects in the kitchen premises appropriately.
 PHYSICAL EFFORT AND/OR STRAIN
· The catering manager post will require a degree of physical effort at frequent intervals during the working day. Lifting e.g. Cases of food stock, industrial size cooking containers. Bending e.g. Removing containers from ovens, hot cupboards, leaning over service counters. Moving and assembling furniture in the dining room.
    WORKING ENVIRONMENT
· At periods of cooking and serving food the kitchen environment is likely to have higher than normal temperature, especially in hot weather conditions
OTHER
· To take all necessary steps to ensure maximum security of kitchen supplies and equipment 
· To actively promote and market the catering service.
· To identify and recommend improvements and cost savings to the benefit of the customer and the school.
· To participate in a whole school approach to healthy eating and support the development of the primary curriculum regarding nutritional values /food technology.
· The above duties are neither exclusive nor exhaustive and the post holder may be required by the Head teacher or SBM to carry out other duties within the context of the job, skills and grade.


	General

	· To ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 


