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JOB DESCRIPTION

School

RIVINGTON & BLACKROD HIGH SCHOOL

Job Title

Assistant Catering Manager
Grade

Grade C SCP 4-6 
Responsible to
Senior Catering Manager 



Director of Resources

MAIN DUTIES 
1)
To assist in the food and beverage preparation and service and carry out management tasks as directed by the Senior Catering Manager.

2)
To ensure that these tasks are carried out to the highest standards possible and to inform the Senior Catering Manager of any sub-standard products to enable remedial action to be taken.

3)
To ensure correct food storage, handling and preparation of food.

4)
To monitor and record food and equipment temperatures to Assured Safe Catering Regulations.

5)
To assist in the clearing and cleaning of the kitchen and the equipment using schedules and rotas when applicable.

6)
To observe all Health and Safety rules and take particular care regarding the use of chemicals.

7)
To maintain a high standard of personal hygiene.

8)
To take advantage of all training given and to draw the Manager’s attention to further personal training required to assist in your duties.

9)
To be able to use a till and to understand the recording of income.
10)
To ensure all productions sheets are completed and make the necessary adjustments to production and orders accordingly, evaluating trends.

11)
To be able to use all the kitchen computerised systems proficiently.

12)
To complete staff duty rotas ensuring equal distribution of responsibilities amongst the team.

13)
To contribute to the production of a three weekly nutritionally balanced menu.
14)
To participate in the training of new staff and the motivating of existing staff.

15)
To complete weekly stock checks.

16)
To take part in Catering Dept meetings and be willing to share new ideas, menus etc.
17)
To carry out specific training of unit staff in accordance with the Senior Catering Manager’s instructions and to ensure such training is recorded.

18)
To adopt a positive and pleasant manner at all times to encourage good working relationships with colleagues, teaching staff, client and customers.

19)
To be competent in completing daily/weekly bookwork in the absence of the Manager.

20)
To ensure cash reconciliation is accurate and recorded correctly.

21)
To assist with the provision of special or function catering and, if possible, to be available for some work taking place outside of normal working hours.

22)
To assist with the annual inventories of heavy and light equipment.

23
To assist in the promotion of the Catering Department at special events, such as Parents’ Evenings and Theme Days etc.

24)
To contribute to the appraisal of catering staff
25)
To take responsibility for the monitoring of the Snack Attack and Healthy            Eater.


The monitoring to consist of:

a) Health & Safety.

b) Cleanliness of units at the end of the day.

c) Staff personal hygiene.

d) Presentation of counters, food etc before service.

e) All temps and samples.

f) Advise on production sheets.

g) Stock, monitor, rotation dates etc.

26)
To undertake any other duties relevant to your post, at the request of the Catering Manager or Director of Resources
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