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JOB DESCRIPTION
	School
	St Clement’s High School, part of West Norfolk Academies Trust

	Job Title
	CHEF

	Grade
	Scale F, £13.69 - £14.91/hour. £23,308 - £25,380 approx.
(£26,421 - £28,770/year FTE based on a 37hr week) 

	Hours/weeks
	37 hours per week, 40 weeks per year (term time + 2 weeks) 

	Responsible to
	Trust Executive Chef
Headteacher
Senior Leadership Team

	Working With
	Trust Executive Chef
Catering Team



Purpose of the Job
This is a Monday – Friday role and is term time only plus two weeks for teacher training days and open evenings, providing an excellent work life balance. 
To Lead and develop a busy school kitchen, innovating and motivating a team of Catering Assistants whose aim is to always serve fresh and nutritious school meals using high quality ingredients which meet Government and the School’s standards  working with fresh ingredients, and producing a high level of food service.
The position would suit an ambitious chef de partie, or a sous chef looking for that work life balance.
[bookmark: _GoBack]Your principal place of work will be St Clement’s High School, but you may on occasion, be required to work within another kitchen at one of the sites within West Norfolk Academies Trust.
Responsibilities
Meal planning and provision
· Oversee the provision of high-quality school meals in line with government guidelines and legislation on school nutrition standards
· Ensuring high standards, consistency of presentation, production amounts and portion control as per Trust menu.
· Plan varied and nutritious menus in advance, following recipe ingredients and methods to ensure all meals are high quality, nutritional and appetising
· Cater to special dietary requirements and ensure that allergy information is effectively communicated and labelled
· To maintain best practice by overseeing the serving of meals to students and staff ensuring they all receive an efficient, friendly and courteous service
· [bookmark: _Hlk144972746]To build and lead the relationship with external suppliers and oversee the purchasing and ordering of food and catering resources ensuring value for money whilst maintaining high quality.
· Manage food stocks to prevent shortages or excess supply and adhere to the catering budget

Staff management
· To line manage the catering team, delegating tasks appropriately to staff and ensure the smooth running of the team dealing with any issues which arise
· To lead and support the catering team, through excellent communication, a hands-on approach, employee engagement and teamworking
· Training and supervise the catering team on the correct use of specialist technical equipment, presentation or any other areas as appropriate
· Assist in the recruitment and selection of catering staff and delivering induction and training for new staff members
· Carry out performance management duties and make sure all staff in the team have relevant, required training
· Manage staff processes including absence and conduct
· Promote morale and wellbeing among the catering staff 
Compliance
· To ensure the catering function is compliant with statutory Health & Safety and Food Safety standards and West Norfolk Academies Trust food hygiene/HACCP systems.
· Work closely with the Facilities Team ensuring compliance to Risk Assessments within the catering function, responding proactively to Audits and Inspections
· To ensure the continuous development and improvement of processes and systems to ensure they remain compliant and demonstrate best practice.
· implement and monitor Quality Assurance Standards to judge if food standards are being met and communicate problems to the Trust Executive Chef.
· Ensure that catering staff are adhering to proper hygiene procedures, including wearing the correct uniform
· Ensure that kitchen equipment is used safely and according to operating manuals and the maintenance schedule is followed
Other areas of responsibility
· Financial Management, including budget planning and cost/profit analysis, producing costed reports on the service demonstrating how Key Performance Indicators (KPI’s) are being met.
· Work with the Trust Executive Chef and other Catering Managers and or chefs on menu development, tastings and specifications.
· To develop a good working relationship with senior managers, catering managers across the Trust and other service departments
· Catering for whole school events, as required
· Work in line with statutory safeguarding guidance (including Keeping Children Safe in Education, Prevent) and the school’s safeguarding and child protection policies
· Promote the safeguarding of all pupils in the school
· Perform any other tasks appropriate to the grade of the post as requested by the Trust Executive Chef or Headteacher.

PERSON SPECIFICATION
	Criteria
	Essential
	Desirable
	How assessed

	Qualifications

	NVQ Level 2 or City and Guilds Level 2
	
	
	Application/
Interview

	Intermediate Food Hygiene Certificate or be willing to train for 
	
	
	

	Level 2 Maths qualification
	
	
	

	Level 2 English qualification
	
	
	

	Experience

	A minimum of two years’ experience managing a busy catering / restaurant environment or a Chef de partie or sous chef looking for a new challenge
	
	
	Application/
Interview/
References

	Line management including coaching and staff development
	
	
	

	Managing budgets, placing orders and achieving best value
	
	
	

	Maintaining Health & Safety records and identifying risk
	
	
	

	Skills, Attributes and Knowledge

	Ability to devise menus, cook and present a range of dishes to a high standard
	
	
	Application/
Interview/
References

	The ability to listen and react to feedback around food choices and quality
	
	
	

	Great leadership skills with proven ability of managing, motivating, coaching and working within a team 
	
	
	

	Strong and highly effective communication and interpersonal skills, friendly, enthusiastic with a flexible 'can-do' approach
	
	
	

	Excellent understanding of Nutrition and allergens
	
	
	

	Knowledge of current Health and Food Safety legislation and best practice
	
	
	

	High standards of personal integrity, confidentiality and professional conduct.
	
	
	

	Organised and methodical approach to work with the ability to prioritise and time manage effectively
	
	
	

	Commitment to continued personal development
	
	
	

	Awareness of the need to safeguard pupils’ well-being, in accordance with statutory provisions
	
	
	

	Detailed and accurate record keeping 
	
	
	

	A good knowledge of Gmail, Word and Excel as well the aptitude to learn and use our IT systems
	
	
	

	Personal qualities

	Positive attitude to work
	
	
	Application/
Interview/
References

	Promoting and supporting positive mental health and wellbeing 
	
	
	

	Diligence, tenacity, enthusiasm, drive and self-motivation
	
	
	

	Positive approach to problem solving
	
	
	

	Ambition for self and others
	
	
	

	Decisive, determined and self-confident
	
	
	

	Reliability, commitment and integrity
	
	
	

	Committed to equal opportunities
	
	
	

	Ability to relate positively with colleagues
	
	
	



Job context and flexibility
The duties and responsibilities listed in this job description provide a summary of the main aspects of the role.   This is not an exhaustive list and the post holder may be required to carry out other tasks, as deemed appropriate to the grade and nature of the post.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.
This job description is current at the date indicated below but, in consultation with the post holder, it may be changed by the Headteacher to reflect or anticipate changes in the post commensurate with the grade or job title. 
Due to the routine of the school, the workload may not be evenly spread throughout the year.  Flexibility of hours, and a flexible attitude and willingness to assist others in the team, when required is necessary.
The Trust is committed to safeguarding and promoting the welfare of children and young people including positive mental health and expects all staff and volunteers to share in this commitment. All staff appointments are subject to satisfactory references and an enhanced DBS check with barred list.
The post is exempt from the Rehabilitation of Offenders Act 1974 but Exceptions Order may apply.
[bookmark: _Hlk144974282]Where the post holder has a budgetary responsibility, it is a requirement of the role to work within the Academy’s financial regulations.
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