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Kisharon Noé School
[bookmark: _GoBack]Catering Manager– Advert, Job Description and Person Specification

Responsible to: 		School Business Manager
Salary:			SCP 30 - 34 (pro rata £27,131 - £30,039)
Hours/week:		28.75 (5 hours and 45 minutes a day, Mon to Fri) hours per week
Weeks/year:		46.6 weeks per annum (1 week in the summer to prepare for the new year and 1 week ad hoc across the year outside of term time)

Purpose of Role

We are looking to appoint an experienced and committed individual to lead and inspire the catering team to prepare fresh, nutritious and balanced cooked meals for students and staff in our state-of-the-art kitchen. You would be responsible for writing and developing seasonal menus – enabling you to put your own stamp on the school food provision, ordering and maintaining food stocks, and the cleanliness and hygiene of your kitchen. You will be expected to work in accordance with Food Hygiene and Health & Safety legislation and standards

Kisharon is a special free school with a Jewish ethos for students aged 4 – 19 catering for young people with special educational needs and disabilities. Our pupils have a wide range of educational needs, from moderate learning difficulties and autistic spectrum disorders to more severe and profound learning difficulties, as well as physical disabilities. Therefore, an understanding of our pupils' special dietary requirements will be needed.

The school currently has 77 students, with capacity for 81 which we will reach over the next few years. As a Jewish school, you will adhere to the Kashrut Laws relating to Kosher food preparation, service, storage and cleaning, and report any incidents of non-compliance to our on-site Shomers.

The school is also looking to expand its catering services to other areas of the KisharonLangdon charity (etc Adult services or College). Therefore, there will be a point where you will oversee meal prep, order management, menu creation, and logistics of this expansion, with guidance from the School Business Manager.  

You will also be helping with our transformative work experience program where students contribute to our kitchen operations. guide and mentor students as they gain valuable culinary skills and work experience.

To apple please download and complete the support staff application form and email to office@kisharonschool.org.uk for the attention of Daniel Antoniou, School Business Manager.

Kisharon is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All successful candidates will be subject to Disclosure and Barring Service (DBS) checks along with other relevant employment checks









The following is an outline of the range of duties that can be expected. It is not a comprehensive or exclusive list and duties may be varied from time to time, according to the needs of the school and the students, which do not change the general character of the job or
the level of responsibility entailed.

Catering manager job description	Comment by Emily Haddock: There is nothing in the job description about work experience or outside catering - these need adding in as full sections with the details of the job below
	Meal preparation and provision	Comment by Emily Haddock: There is nothing in the meal prep section which states that the meals need to be prepared in line with kashrut guidelines - Adina or Eitan will need to advise

	Preparing fully cost effective menus for each term that optimise nutritional value and provide sufficient variety to suit all pupils, with due regard paid to relevant government requirements and guidance.

	Consulting with relevant stakeholders in the formulation of menus and seeking the approval of the headteacher and the SBM where appropriate.

	Accounting for the personal dietary, medical, nutritional needs and cultural diversity of pupils as required.

	Ensuring that all food is labelled correctly and appropriately, especially regarding the presence of allergens, in line with Natasha’s Law.

	Overseeing food preparation and the quality assurance process, ensuring all food is handled and cooked correctly before being served. 

	Providing catering for other events and functions, e.g. governing board meetings, open days, as directed by the headteacher.

	Supervising and directing other catering staff in the preparation and provision of food, ensuring a high standard of work at all times.

	Instructing other catering staff in the correct provision of food, e.g. portion size, and monitoring this to identify any issues. 

	Responding to any queries from pupils and other stakeholders regarding the food provided, e.g. nutritional information, allergens. 

	Adhere to the Kashrut Laws relating to Kosher food preparation, service, storage and cleaning, and report any incidents of non-compliance to our on site Shomers.	Comment by Daniel Antoniou: @emily.haddock@kisharonschool.org.uk Kosher food prep sentence added


	Extended Kitchen service (please note this has yet to begin)

	Take a lead role of the Expanding a school's kitchen facilities to prepare meals for other strains of their KisharonLangdon charity in the local area.

	Overseeing meal distribution and delivery to other services

	Coordination of delivery schedules and routes

	Overall responsibility for managing the catering operations and ensuring efficient production and delivery of meals.

	Kosher food policy

	Kosher Certification: Ensure that the kitchen and all food suppliers are kosher certified by a reliable and recognized authority.

	Supervised Food Preparation: 	Comment by Emily Haddock: This is not relevant anymore	Comment by Adina Collins: It needs to stay in but worded differently - more about following guidance rather than enforcing - I will try and rewrite
Ensure food is being prepared according to Kashrut rules that uphold kosher standards and prevent any unintentional violations by checking with relevant kosher supervisors. 	Comment by Adina Collins: @emily.haddock@kisharonschool.org.uk  what do you think?
_Assigned to Emily Haddock_

	.	Comment by Emily Haddock: Will this be their job?	Comment by Adina Collins: I think this is covered by the point above

	Health and safety

	Ensuring the preparation and provision of food in a safe and hygienic environment with stringent standards upheld.

	Liaising with the site manager and cleaning staff to ensure sufficient cleaning procedures are in place for kitchen and dining areas.

	Ensuring that catering staff always wear the correct uniform and maintain high standards of personal hygiene to prevent the contamination of any food.

	Undertaking risk assessments as appropriate.

	Following first aid procedures for any accidents and reporting incidents in line with school procedures. 

	Ensuring a suitable first aid box is accessible, stocked correctly and clearly identifiable within the catering area.

	Management of stock and equipment

	Maintaining a record of orders, invoices, receipts and returns in line with banking and reconciliation procedures to meet auditing requirements and ensure accountability. 

	Ensuring stock is replenished and ordered in a timely manner, and checked and inspected upon arrival for quality assurance purposes. 

	Managing any issues with stock, consulting other senior figures at the school where necessary. 

	Overseeing other catering staff in the safe storage and rotation of stock, undertaking routine checks. 

	Assessing suppliers’ prices regularly to ensure value for money is achieved with regard to the school budget, and suggesting alternatives to the SBM where appropriate. 

	Ensuring appropriate security procedures are implemented and followed to protect cash, stock and equipment. 

	Ensuring catering staff are trained in the correct and safe use of catering equipment.

	Ensuring equipment is serviced in line with the manufacturer’s instructions, identifying maintenance issues and reporting these to the site manager promptly.

	Ensuring therapeutic equipment is maintained and available to pupils who use these.	Comment by Adina Collins: @emily.haddock@kisharonschool.org.uk @daniel.antoniou@kisharonschool.org.uk  not sure on this wording but something like that

	Leadership

	Ensuring all catering staff have received appropriate food safety training and records are kept up-to-date.

	Assessing the training needs of other catering staff and monitoring performance. 

	Identifying staffing needs and assisting with the recruitment process. 

	Leading the induction procedure of all new catering staff.

	Devising a duty rota, with sufficient notice provided, for all catering staff.

	Managing staff attendance and absence and following disciplinary procedures where appropriate. 

	Manage potential pupil word experience placements

	Guide and mentor work placement students as they gain valuable culinary skills and work experience. Your responsibilities will include ensuring their safety, providing instruction, and fostering their personal growth.	Comment by Daniel Antoniou: @emily.haddock@kisharonschool.org.uk  - working on work experience placement

	Communication

	Creating, or assisting in the creation of, appropriate promotional and marketing materials to advertise the school’s catering service to pupils and parents. 

	Ensuring pupils and parents are provided with sufficient information about the school’s catering service and know how to raise any queries

	Gathering feedback where appropriate from pupils and other stakeholders on the food served to identify successes and areas for improvement.

	Participating in meetings with other school staff and stakeholders and contributing where necessary.

	Additional duties

	Reading, understanding and having due regard for all relevant school policies as instructed during induction. 

	Maintaining a professional curiosity within the school environment and being alert to any potential indicators of safeguarding issues, raising concerns with the DSL as appropriate in line with the Child Protection and Safeguarding Policy.

	Playing a key part in the delivery of the school’s values and ethos, leading by example.

	Undertaking CPD and attending any relevant training courses as directed by the headteacher.

	Undertaking additional duties as reasonably directed by the headteacher, similar to those outlined in this job description.



Catering manager person specification	Comment by Emily Haddock: There is nothing in here about catering to a large scale, managing external catering including the transportation of food etc etc
	
	Essential
	Desirable

	Qualifications and training
	The successful candidate will have:
· Trained to Level 3 Food Safety or NVQ equivalent
· Good general standard of education with at least a C or equivalent in GCSE English and maths
· Advanced Food Hygiene Certificate
	The successful candidate may also have:
· Evidence of relevant CPD
· First aid training

	Skills and experience
	The successful candidate will have:
· Experience of menu planning and working within a budget
· Experience of stock control and equipment maintenance
· Experience working within a busy kitchen environment 
· Experience working to deadlines and prioritising workload
· Experience of demonstrating correct practice and training others
· Excellent interpersonal and communication skills 
· Strong leadership and management skills
· High level of personal organisation, and the ability to work without close supervision
· Experience in working in a large kitchen providing meals at a large scale. This includes managing meals for outside the school and transportation of food. 
· Costing meals and working to a budget.
	The successful candidate may also have: 
· Previous experience working with children
· Previous experience in a school setting
· Experience of analysing performance
· Experience of working in a Kosher kitchen	Comment by Adina Collins: @emily.haddock@kisharonschool.org.uk @daniel.antoniou@kisharonschool.org.uk  have added

	Knowledge
	The successful candidate will have: 
· Extensive knowledge of hygiene and health and safety laws in a food preparation environment
· Sufficient understanding of government legislation relating to food in school, e.g. nutritional standards
· Technical understanding of food storage, preparation and cooking

	The successful candidate may also have:
· Knowledge and understanding of the operation of a school
· Understanding of marketing and income generation 
· A knowledge of kosher food preparation
· Knowledge of Special Educational Needs and Disabilities and associated dietary requirements 	Comment by Adina Collins: @daniel.antoniou@kisharonschool.org.uk @emily.haddock@kisharonschool.org.uk



	Personal traits
	The successful candidate will be:
· Confident in leading a team
· Personable and approachable
· Creative
· Eager to uphold the school’s ethos
· Committed to equal opportunities and empowering others
· Able to maintain a good working relationship with others
	

	Additional requirements
	The successful candidate will have:
· A willingness to participate in training and development
· An exemplary conduct and attendance record
· A desire and commitment to contribute to the school community
· The ability to plan and organise
· The ability to recognise and identify problems
· The ability to record and pass on information accurately
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