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Saint John Henry 
Newman Catholic College

JOB DESCRIPTION 
	JOB TITLE	Catering Manager

	DEPARTMENT	Catering

	HOURS                              36:40 hours; 7:00am- 3:00pm 40 minute break



Generic Responsibilities
· Endeavour to maintain and develop the Roman Catholic character of the school in accordance with the directions given by the School Governors and subject thereto to those given by the Headteacher.  
· Provide an education for the whole child and fostering in and through a Catholic atmosphere those qualities, which will enable each individual to live happily and develop fully his or her intellectual, moral, physical, social, emotional and spiritual qualities.

	JOB PURPOSE
To manage the in-house catering team (circa 14 staff) to deliver a high-quality, cost effective and innovative food provision for pupils, staff, and visitors. The post holder will maintain, develop, and strive to improve standards in food delivery, health and safety compliance and cost effectiveness for all food delivery requirements and events as required.

To comply and work with external auditors to ensure best practice and procedures are always adhered to.



	KEY TASKS
· Take into consideration all ethnic, religious, and dietary needs / intolerances of pupils, staff and visitors and conforming to excellent food standards. To uphold and promote the values and the ethos of the school.
· To implement and uphold the policies, procedures and codes of practice of the school, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.
· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.
· To attend and participate in relevant meetings as appropriate.
· To undertake any other additional duties commensurate with the grade of the post.



	STANDARD DUTIES

Catering Provision
· To ensure the provision of appropriate menu choices, considering cultural and specialty dietary needs and reflecting ‘on trend’ innovative food choices where appropriate
· To assist the Director of Support Services with the development a strategic plan for the future of catering at the school
· To develop ideas to continuously improve the performance and quality of the catering provision to provide a consistently high quality of service to all users
· To assist the Director of Support Services with the preparation of annual catering budgets and meet or exceed budget targets, making efficient and effective use of resources.
· To manage all aspects of production and presentation of service, having regard for delivering acceptable standards of health and safety, hygiene, nutritional value, allergen control, HACCP adherence and customer satisfaction

Operational
· To ensure the strategic plan is implemented and meets all stated objectives
· To oversee food production including menu planning, food preparation, portion control, presentation and service to the highest standards including planning and supervising the preparation and cooking of meals
· Manage catering stock minimising waste by good storage and stock rotation and carry out regular stock checks
· Ensure that all kitchen and dining areas across the school are clean and cleaning schedules are complied with
· To conduct routine checks of equipment, cleaning materials, stationery and uniform. Ensure the maintenance arrangements for all equipment are current and valid.
· To ensure the security of the kitchen area at all times

Health and Safety
· Ensure the safe operation of kitchen equipment across the school, following school procedures and policies on accidents or incidents where appropriate
· Ensure that all catering staff across the school maintain high standards of cleanliness, personal hygiene and appearance
· To contribute to the development of Health and Safety policies and procedures and to ensure compliance with these, and COSHH Regulations with regard to food, equipment, materials and general safety. 
· To pro-actively review and update risk assessments, develop appropriate action plans and communicate updates, including training if appropriate, to relevant staff.  To ensure that all areas of the kitchen are clean and free from hazards.
· Be responsible for the overseeing of all HACCAP procedures in the kitchen and that all allergen information is up to date. 
· Ensure all the catering staff have update to date training in all catering internal and external procedures.


Financial
· Compile management information reports as required by the Direct of Support Services.
· To implement, maintain and revise all necessary records, systems and procedures to ensure the security and control of assets, resources and stock
· To support the Finance Team with reconciling total sales with balancing the cashless payment system in operation, in line with school procedures.
· To work with the Director of Support Services to prepare and conduct negotiations for best value contracts with authorised suppliers, to ensure cost effectiveness of the catering service without compromising the quality of the catering service.

Marketing
· To ensure the accuracy, timeliness and consistency of catering information and menus across all platforms including visual displays in the catering areas, on the school website and the on-line payment website

Supervision
· To motivate and manage the Catering Team. Duties include determining staffing levels required, assisting with recruitment and selection, inducting new staff, organising workloads, training, performance management, appraisals and absence management.



	CONTACTS

Governors, Senior Leadership Team, pupils, staff and visitors to school 


	


	RELATIONSHIP TO OTHER POSTS 

Responsible to: Director of Support Services
Liaising with: Catering Team & Finance Manager




	
	DATE
	NAME
	POST TITLE

	PREPARED
	01/03/2023
	Helen McCardle
	Director of Support Services
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