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Job Description:  Cook


Post Description 

1. Type of Post   	Support Staff

2. Grade	 

3. Division / Section	Catering 

4. Line Manager 	Trust Catering Manager	

5. Operational Manager Chef Manager

6. Responsible for	N/A

7. Post Holder	

8. Issue Date	September 2025


Job Purpose

To oversee the day-to-day running of the College catering service, ensuring the delivery of high-quality, safe, and nutritious food and beverages to students, staff, and visitors. Under the supervision of the Chef Manager, the Catering Supervisor will work with a team of catering assistants to maintain excellent hygiene standards. The postholder will support the Catering Manager in delivering an efficient and customer-focused service.

	The information given within the Job Description is intended to provide the postholder, and managers, with an understanding and appreciation of the workload of this particular post and its role within Bilborough College. 

The Job Description outlines the main duties and responsibilities under broad headings. It is not intended to specify every job activity or item in detail.

All employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the college and its students. 





Main Duties 

Food Preparation
· Supervise the daily catering service to ensure smooth and efficient operations.
· Preparation, cooking and serving of meals – Breakfast and Lunch, snacks, cakes - in accordance with specified menus.
· Assisting in supervising, monitoring and supporting others within the kitchen team.
· Assist with menu planning and demonstrate creativity 


Food Safety & Hygiene
· Maintain compliance with food safety legislation, health and safety regulations, and Trust policies.
· Oversee cleaning schedules and kitchen hygiene practices.
· Ensure correct storage, stock rotation, preparation, and service of food in line with statutory requirements.
·  To understand responsibilities in relation to fire procedures, Health and Safety, COSSH & Food Hygiene Regulations. (Training provided)
· Monitor and manage allergen information and procedures, ensuring staff are trained and able to provide accurate advice to customers.
· Ensure catering provision meets religious, cultural, and dietary requirements where appropriate (e.g., vegetarian, vegan, halal, kosher, gluten-free).

Administration
· Assist in managing catering budgets, ordering and basic kitchen audits
· Complete necessary records, including temperature logs, stock levels, and cleaning schedules.
· 
· Contribute to reports for the Chef Manager as required.

Customer Service
· Promote a welcoming and positive atmosphere in the dining areas.
· Respond to feedback, concerns, and complaints in a professional manner.
· Encourage healthy eating by ensuring a varied and nutritious food offer.


The role enjoys a certain amount of flexibility and freedom and will allow the postholder to demonstrate creativity. 


General Duties and Personal Responsibilities

1) All members of staff have a responsibility for promoting and safeguarding the welfare of children and young persons they are responsible for, or come into contact with. The postholder will have unsupervised contact with students on a daily basis and must act in accordance with Safeguarding Policies and Procedures. 

2) To act in accordance with provisions of the Trust Staff Code of Conduct.

3) To abide by the Trust Data Protection Policy.

4) To use information technology systems as required, in compliance with the Trust IT Policy.

5) To carry out the responsibilities of the post with due regard to all or any of the Trust equality and diversity policies.

6) To operate in accordance with Health and Safety Legislation, which specifies that all employees have a duty to work safely and not to put others at risk.

7) (a) To be responsible for own self-development on a continuous basis, including undertaking/participating in training as appropriate.

(b) To be responsible for the professional review / appraisal, and training and development of staff under your line management. 

8) To comply with and follow all other Trust policies and procedures in force (available on the SharePoint) and also with the conditions of service stipulated within the contract of employment.

9) To contribute to divisional, section wide and whole College/Trust activities and arrangements as appropriate and as directed by the line manager 

10) To undertake such other duties as the management shall deem appropriate for the level of responsibility involved.


Terms and Conditions – as detailed in the contract of employment 




Person Specification: Catering Supervisor 


	
	Assessed at: 
Shortlisting (S) Interview (I)
Both (SI) 
	Weighting to show relative importance
Low (1)
Medium 2)
High (3)

	
	
	

	A.  SKILLS AND ABILITIES

	Essential
	Knowledge of food hygiene, allergen legislation, and health and safety regulations.
	SI
	3

	
	An ability to work unsupervised 
	SI
	3

	
	Ability to follow procedures for ensuring the safety in the College kitchen
	I
	3

	
	Effective communication skills with the ability to interact appropriately with 16-19 year olds 
	SI
	3

	
	Ability to work as part of a team
	SI
	2

	
	Ability to maintain written and electronic records 
	I
	2

	
	Strong organisational and time-management skills.
	I
	3

	
	Ability to work to flexible working patterns
	I
	2

	Desirable
	Basic IT skills
	I
	1

	
	
	
	

	B.  EXPERIENCE AND KNOWLEDGE

	Essential
	Experience of working in a customer focused environment
	SI
	3

	
	Knowledge of food hygiene, allergen legislation, and health and safety regulations.
	SI
	2

	
	Understanding of religious and cultural dietary requirements.
	
	

	Desirable
	Experience working in an educational or large-scale catering environment.
	S
	1

	
	Previous experience in a supervisory catering role.
	S
	1

	C.  LEVEL OF QUALIFICATION

	Essential
	NVQ Level 2/3 in Catering or equivalent qualification.
	S
	3

	Desirable
	Willingness to undertake training in First Aid at Work
	I
	2

	D.  PERSONAL ATTRIBUTES

	Essential
	A commitment to safeguarding children
	I
	3

	
	Friendly, helpful and considerate
	I
	3

	
	Flexible and adaptable approach to work
	I
	3

	
	Well-organised
	I
	2

	
	Prepared to work under own initiative
	I
	2

	
	Good time-keeper
	I
	3

	
	Willingness to work flexibly
	I
	2

	
	Team player 
	I
	2



NOTE - if the applicant is short listed any relevant issues arising from his/her references will be taken up at interview (if, at the time of the interview, references are not available, e.g. due to late receipt or not yet taken in accordance with the applicant’s request, any issues relating to references will be raised with the applicant at a later date as appropriate but prior to appointment).
Be who you are, become who you want to be
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