K I N G  D A V I D  CAMPUS


Job Description 
	JOB TITLE:
	Catering Manager

	POSTHOLDER:
	

	SALARY/GRADE:
	PASS Level 6 (SCP 24-27) pro rata - actual salary range £19,755-£22,221

	WORKING TIME/TERMS:
	36 Hours per week,  term time plus one week

	PRIMARY PURPOSE OF THE JOB:
	Under the direction of the Business Manager and CMC, to organise, develop and manage the overall catering service for King David Campus in accordance with the requirements of Liverpool Kashrut commission.

	DIRECTLY RESPONSIBLE TO:
	Business Manager


	LIAISING WITH:


	Headteachers, CMC, Liverpool Kashrut Commission, external agencies 


	GENERAL RESPONSIBILITIES
	· To support and promote the Campus Jewish ethos and mission statement.

· To ensure a duty of care at all times to safeguard and promote the welfare of all students.

· To work within the Campus Heath and Safety policy to ensure a safe working environment for all students, staff and visitors.

· To work within the Campus Equal Opportunities policies to promote equality of opportunities for all students and staff.

· To maintain high professional standards of attendance, punctuality, appearance, conduct and courteous, positive relations with students, parents, colleagues and visitors.

· To actively support and promote positive professional and curriculum links across the campus.
· To assist with campus activities involving pupils where appropriate and according to individual skills 
· To actively engage with the performance management process and continue with personal and professional development.

· To adhere to Campus policies and procedures as set out in the staff handbook and other documentation available.

	MAIN AREAS OF RESPONSIBILITY


	· To maintain an oversight of the catering service to ensure the services provided meets the schools’ needs.

· To ensure that the provision of food in school complies with the rules of kashrut controlled by the Liverpool Kashrut Commission.

· To play an active part in identifying opportunities for both the development of the service and improvements to ensure both a cost effective and quality service.

· To advise and support Unit Supervisors on the preparation, cooking and presentation of meals.

· To develop and deliver menus in line with school requirements.

· To market the services actively and manage a yearly marketing programme

· To ensure budgetary targets are met by appropriate costing of menu items, ordering of foodstuff, managing stock and equipment and control of labour costs.

· To support the supervisors with the general kitchen production and service organisation.

· To identify training needs and ensure the appropriate training of staff is provided as required.

· To assess staffing needs and advise on staff arrangements including recruitment, induction training and other staffing related issues, such as managing performance and attendance. 

· To ensure the catering department meets legislative requirements and school policies and procedures, i.e. Health and Safety, Food Hygiene, Food Standards, Allergens etc.

· To carry out regular briefings with the catering teams on current organisational and school issues.

· To report on a monthly basis to the Business Manager and other school representatives on the performance of the catering budget and general issues and to provide other reports as required.

· To assist with budget setting and budget reviews as required.

· Such other duties that are commensurate with the grade of the post.

	CONFIDENTIALITY:


	· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to all staff and pupils.  They may also have access to information relating to the campus.  All such information from any source is to be regarded as strictly confidential

· Information relating to staff and pupils or the business of the schools may only be divulged to authorised persons in accordance with the campus policies and procedures relating to confidentiality and the protection of personal and sensitive data.
· Ensuring compliance with the data protection legislation.

	Health & Safety:
	The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the School’s Health & Safety Policy, to include:

· Using safe working practice guidelines within the workplace 

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Maintaining work areas in a tidy and safe way and free from hazards

· Reporting potential risks identified.

	Personal/Professional Development:


	The post-holder will participate in any training programme implemented by the schools as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others that are undertaking similar work.

· To seek support and guidance for your training and development need from the Headteacher/Business Manager.

	Quality:


	The post-holder will strive to maintain quality within the campus and will:

· Alert other staff members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the campus by reflecting on own and campus activities and making suggestions on ways to improve and enhance the campus performance

· Effectively manage own time, workload and resources.

	Other Specific Duties:

1. To ensure a duty of care at all times to safeguard and promote the welfare of all pupils.

2. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

3. Employees will be expected to comply with any reasonable request from management to undertake work of a similar level that is not specified in this job description.

4. Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

5. The schools will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.



	Conditions of Employment
	The post holder is required:

· To support and encourage the campus ethos and its objectives, policies and procedures, as agreed by the Governing body.

· To uphold the campus policy in respect of child protection matters.

· The post holder shall be subject to the National Agreement on Pay and Conditions of Service supplemented by local conditions as appropriate and all relevant statutory and institutional requirements.

· At all times operating with the campus Equal Opportunities Framework.

· This post is subject to Enhanced DBS Disclosure

	This job description is current at the date shown, however, in consultation with you, this may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary/grade and job title. The job description will also be reviewed annually.

Date Prepared January 2018



Signed (Post Holder) …………………………………………………………….   Date ………………………………….

Signed (Headteacher) …………………………………………………………..   Date…………………………………..
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