Head Chef & Catering Manager
Job Description 	
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	Job title:
	Catering Manager

	Salary scale:
	G7 Point 27

	Hours of work:
	36 Hours per week (7am to 3pm with 45-minute unpaid lunch break)

	Weeks worked:
	39 weeks per annum (Term Time)

	Responsible to:
	Premises & Income Manager, Associate Headteacher

	Responsible for:
	Assistant Chef, Catering Assistants, External Agency Catering Staff

	Location:
	Priestmead Primary School 



This job description will be reviewed and updated periodically in order to ensure that it relates to the job performed or to incorporate any proposed changes. This procedure will be conducted by the CEO, Academy Lead, Line Manager and in consultation with the postholder. In these circumstances, it will be the aim to reach an agreement on reasonable changes, but if an agreement is not possible, management reserves the right to make changes to the job description following consultation.
As a term of your employment, you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description.
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
When referring to the Trust, this also relates to the academies within the Trust.
Main duties of the role
· To provide leadership and management of the catering provision at Priestmead Primary School so that staff, children and visitors receive an excellent standard of meal quality and service whilst providing value for money.
· To manage provision of the Pegasus Club meal offering and work in conjunction with the Pegasus Club Manager, focusing on meal choices and menu development.
· To lead, direct and manage the efficient and economic use of all allocated resources.
· To line manage and deploy a team of catering staff to ensure a viable, efficient and effective service is delivered at all times in line with the required standards and statutory regulations.
· Model positivity, passion and show a commitment to going above and beyond for the Priestmead community. 
· Be responsible and accountable for achieving the highest possible standards in food hygiene and health and safety.
· Take responsibility for promoting and safeguarding the welfare of children and young people within the academy.
· Undertake other duties as reasonable requested by the CEO, Academy Lead or your line manager.

Duties and Responsibilities 

Strategic Planning 
· To create and develop exciting and tasty three-week menu schedules by using children, staff and parent/carer feedback.
· To meet and exceed the standards expected by the ‘School Food Standards’ statutory guidelines.
· To create, manage and implement a full school year calendar relating focusing on theme days and including census days.
· To develop strategic plans for the continual improvement of food quality and quality of service.
· To work closely with the Premises and Income Manager to develop short, medium and long-term plans to include annual maintenance of catering equipment, canopy and filter deep clean programmes, and kitchen deep cleans carried out by catering staff and external agencies.
· To be responsible for catering spend in line with in year budgets, future budgeting and establishing financial targets.
· To oversee and implement any upscaling of the Catering provision. Examples of this are if KS2 FSM funding was received, if the Trust outsourced catering services to another academy or if another academy joined the Trust.

Operational
· Line management of the full catering staff team including working hours and any relevant changes to operational hours for staff and organising cover.
· To train all staff and be responsible for training records relating to Food Hygiene and Handling and Allergen training.
· To lead by example in the quality of service and kitchen standards and to train the catering staff to ensure high levels of food preparation and quality of service.
· To be responsible for orders of fresh food, frozen food, ambient food and consumables including crockery and cleaning materials.
· Liaise with suppliers with regards to ensuring best value and also promotional events.
· To keep accurate records using agreed systems with regards to stock taking, ordering, invoicing, meal number tracking and financial reporting.
· To ensure compliance with all statutory and regulatory requirements, particularly HACCP, COSHH and Health and Safety and hygiene including risk assessments, cleaning schedules and temperature monitoring and recording.
· To ensure that any special dietary requirements are logged and managed in an efficient way and communicated correctly.
· To maintain all kitchen equipment and be responsible for informing the site team of any defective equipment.
· To be available for parent/carer meetings and/or open days/evenings to showcase and highlight the Pegasus Catering provision.
· To manage any Pegasus Catering displays including menus and posters.
· To provide healthy and nutritional breakfast and after-school clubs in liaison with the Pegasus Club Manager.
Staff Management
· In liaison with the Premises and Income Manager, to manage the recruitment, selection, appointment, induction and training of all catering staff ensuring relevant paperwork is completed in a timely manner.
· To professionally manage the performance management of the catering team ensuring all records and meetings are logged as per the academy’s performance management process.
· To ensure all staff training and records are up-to-date and in-line with regulatory guidance.
· To manage and report sickness and manage any overtime or external agency cover.
Professional development
· Undertake continued professional development and training activities offered to further knowledge and skills, including the pursuit of professionally recognised qualifications. 
· Proactively participating in regular performance management, led by your line manager, in accordance with the Appraisal & Capability Policy.
· To proactively completed statutory face to face and online training assigned to you by the deadline. 

Responsibilities to the Trust and Priestmead Primary School
· Contribute to the development, implementation, and have a professional regard for the Trust’s, Children First vision, ethos and overall success of the Trust and its academies.
· Be aware of and promote the safety and well-being of children in accordance with the Trust’s Child Protection & Safeguarding Policy, Behaviour Policy, confidentiality and data protection, reporting all concerns in line with procedures.
· Be aware of, comply with, and apply the Trust’s policies and procedures in relation to Code of Conduct for All Adults Policy, Whistleblowing, Health and Safety, GDPR Data Protection, Equality and ICT.  
· Be aware of, comply with, and apply professionally the ethos and all policies, procedures and best practices of the Trust, and those that form part of your role.
· Maintain the highest standards in attendance and punctuality, being professional in this regard and setting standards for the Trust.
· Collaborate, work effectively and share great practices with colleagues, governance, wider community and other relevant professionals within and beyond the Trust.  
· Collaborate, work effectively and communicate with children, parents and carers in accordance with the Trust policies and procedures and your role.
· To appreciate and support the roles of others within the Trust and to treat others with dignity, value, respect whilst observing proper boundaries appropriate to a member of staff’s professional position.
· Develop and maintain strong and professional working relationships and communication; be committed to teamwork with colleagues and team members; knowing how and when to draw on advice and support.
· To positively take part in Trust and academy events to support the children, parents, carers and wider community where necessary to display a community culture.




I confirm that I have read the job description and understand the requirements, essential functions and duties of the position. 

Employee: 	Date: Click or tap to enter a date.

Manager: 	Date: Click or tap to enter a date.
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Person Specification

Please note, applicants are expected to demonstrate how they meet each element of the Person Specification in their application and the majority of these points will be explored at interview.
	Qualifications & Experience
	Essential
	Desirable
	Explored at interview
	Office Use

	Level 2 (or equivalent) in Catering Management
	
	*
	
	

	Level 3 Food Hygiene and Handling qualification
	*
	
	
	

	Allergen Management qualification
	*
	
	*
	

	Experience of working in a large or commercial kitchen
	*
	
	*
	

	Experience of working in the education sector/schools
	
	*
	*
	

	Leadership and management experience
	*
	
	*
	

	Experience of managing a small to medium team of staff
	*
	
	*
	

	Knowledge & Understanding
	Essential
	Desirable
	Explored at interview
	Office Use

	In depth knowledge of current national guidance on “School Food Standards”
	*
	
	
	

	In depth knowledge on legislation relating to food preparation, Health and Safety, Food Hygiene, COSHH and HACCP
	*
	
	
	

	Knowledge and effective approach to managing people and performance management; demonstrating balance between support, motivating, empowerment, direction and challenge
	*
	
	
	

	Knowledge of safeguarding and keeping children safe in schools
	*
	
	*
	

	Importance of absolute confidentiality and where and how this applies to the role
	*
	
	
	

	Professional Skills
	Essential
	Desirable
	Explored at interview
	Office Use

	Accurate spoken/written English, with the ability to converse at ease with children and adults
	*
	
	
	

	Excellent IT skills using Teams, Microsoft 365 and other applications 
	*
	
	
	

	Excellent administrative and organisational skills, with meticulous attention to detail
	*
	
	
	

	Building positive and productive relationships with a range of staff and other stakeholders, with a team spirited culture
	*
	
	*
	

	Excellent interpersonal and communication skills; effectively communicate with children, staff, visitors, stakeholders and the wider community
	*
	
	*
	

	Strong and efficient negotiation and consultation skills
	
	*
	*
	

	Ability to multi task, be flexible and continuously prioritise workloads
	*
	
	*
	

	Skills to stay calm when working to tight deadline and under pressure, using own initiative to achieve objectives or change deadlines 
	*
	
	*
	

	Skills to stay calm in difficult situations and resolve conflict within the role
	*
	
	*
	

	Ability to seek out, manage and influence opportunity for continuous improvement and change
	
	*
	*
	

	Team spirited with a ‘no I in Team’ approach
	*
	
	*
	

	A creative flair 
	
	*
	*
	

	Personal Qualities 
	Essential
	Desirable
	Explored at interview
	Office Use

	Commitment to the safeguarding and welfare of children and staff
	*
	
	*
	

	Respect for the ethos, vision, policies and procedures within the Trust and academy
	*
	
	
	

	Demonstrates a commitment to professional development to improve own knowledge, skills, undertake training
	*
	
	
	

	Committed, positive work ethic 
	*
	
	*
	

	Flexible, approachable and calm attitude towards children and staff
	*
	
	*
	

	Empathy with educational understanding and values towards a diverse community
	*
	
	
	

	Willingness to take a full and active role in academy life
	*
	
	*
	

	Cheerful manner and a sense of humour!
	*
	
	*
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