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JOB DESCRIPTION

SOUS CHEF

St Paul’s Girls’ School is one of the country’s leading independent secondary day schools for girls aged 11 – 18 and is a lively academic community with excellent facilities for all subjects.  There are approximately 825 pupils (and over 250 staff) with a thriving sixth form. Entry to the school is by competitive exam, held in January, and there is heavy demand for each place. Public exam results are consistently outstanding and about half of all students every year move on to Oxford and Cambridge. Increasing numbers also go on to higher education at Ivy League colleges in the United States. Aspirations and achievements in many areas go well beyond what one would normally expect from a school, making St Paul’s a very exciting and stimulating place in which to work.

In support of its objectives, the school provides a high-quality catering service, serving lunch to students and staff each day.  The in-house catering team also services numerous school events including canapé receptions, ‘private’ lunches and occasional dinners. The school understands the importance of a healthy, balanced lunch for young people and enjoys a well-earned reputation within the independent sector for the quality of its food.

We are now seeking an experienced Sous Chef who will support and deputise for the Executive Head Chef, embracing the existing food culture within the school, helping to further develop and enhance the concept.

THE POST

Reporting to and working alongside the Executive Head Chef, the Sous Chef is second in charge and has a hands-on role, with day to day management of the kitchen activities, including overseeing five chefs and three kitchen porters, assisting with menu compilation, ensuring consistent excellence of food quality and freshness, whilst maintaining control of stock levels  The Sous Chef will ensure full compliance with HACCP, adherence to designated recipes (and associated allergen management) and will deputise for the Executive Head Chef in his absence.
	

RESPONSIBILITIES

Duties will include but not be limited to: 

· Lead the kitchen team in the daily operation, ensuring all food production objectives are met each day in relation to the menu, food quality and predicted numbers 
· Deputise, when required, for the Executive Head Chef
· Supervise all food preparation, cooking and presentation to ensure consistency with agreed recipes and standards, briefing 
· Implement and enforce strict compliance with all HACCP and COSHH regulations and requirements, ensuring health, safety and hygiene requirements are enforced in the department 
· Provide necessary instructions, guidance and motivation to subordinate staff
· Oversee and monitor stock levels, ensuring sufficient stock for the menu requirements and FIFO stock rotation is observed at all times
· Ensure that all food stock is suitably date labelled and organised for assured quality and safety
· Keep accurate food records to ensure budgetary compliance, sufficient food for service and minimum food waste
· Liaise and work with the Executive Head Chef to maintain an appropriate level of kitchen organisation including skills and abilities, ensuring that training opportunities are maximised
· Assist the Executive Head Chef with ideas for menu cycle compilation
· Liaise and coordinate with the front of house team (Catering Manager) to ensure that menu cards are correctly presented (eg with accurate allergen information) and that lunch service runs smoothly
· Ensure that any kitchen food production for evening (and other) events is provided on time and to the standard required
· Ensure new starters are provided with a thorough kitchen induction, monitoring their performance and carrying out reviews and assisting with input for appraisals of junior chefs 
· Maintain appropriate security of food and equipment stock


CANDIDATE PROFILE

This is an active, hands-on role and the ideal candidate will have a passion for excellent food and a genuine interest in working as part of a team at of one of the country’s top performing schools, which strives to attain excellence in all it does – including its catering.  He / she will be flexible, calm, articulate, well-organised, self-motivated, able to calmly and effectively manage and motivate people and will lead by example, taking pride in all that they and their team do. 

KEY SKILLS, EXPERIENCE & QUALIFICATIONS

Essential

· Significant and relevant experience – not necessarily in a school - with evidence of leadership experience. Hospitality events experience is beneficial as this is a growth area.
· A recognised Chef / cooking qualification, together with a good all-round education
· Food safety / hygiene qualification – preferably to advanced level
· The ability to work as an effective team leader
· The ability to manage own and team’s workload in a time pressurised environment
· Fully conversant and experienced in stock control and food ordering requirements
· Ability and willingness to mentor and support staff
· Commitment to professionalism and attention to detail
· Excellent spoken and written English 
· Proven administrative competence and ability to use Microsoft office packages
· The successful candidate will have high personal standards, excellent people skills and a genuine commitment to high quality service

Desirable

· Qualification in first aid and health and safety 

Terms of employment

· Core hours are 7.00am to 4.00pm Monday to Friday during term time and including prep days, inset days, entrance exam days etc (36 weeks).  During the school holiday periods (16 weeks), hours worked will be 8.00am to 2.30pm.  A 30-minute unpaid lunch break will be taken during both term time and school holidays.    
· This is a senior role and the post-holder is expected to undertake the hours necessary to fulfil the requirements of the job. There are occasional evening events for which additional payment is not made, but TOIL will be available for occasional larger and weekend events such as the Christmas Fair and Leavers’ dinner
· 52 weeks per year – (there may be some flexibility here, around the school holiday periods)
· 25 days annual leave plus Bank Holidays – to be taken ONLY during school holidays
· Free lunch, tea and coffee
· Contributory pension scheme
· Competitive salary - depending on experience



Application and interview procedures

Please submit applications using the on-line form provided.  The form will ask for details of your qualifications, experience and professional referees, one of whom should be your most recent employer.  The form will also provide an opportunity for you to write a personal statement in support of your application and to upload your latest curriculum vitae.    
Applications should be received by the closing date of [day and date], noon. 
All applications will receive an automated acknowledgement.  If you do not receive an acknowledgement it is advised that you e-mail or telephone to confirm that your application has arrived. Candidates who have not heard further from us within two weeks of the closing date may assume that their application has not been successful. 
  
Applications should be submitted via our on-line application form before the given closing date.  The application form will provide the opportunity for you to give details of your qualifications and experience and the names, addresses, telephone numbers and e-mail addresses of two professional referees, one of whom should be your present or most recent [employer/school or college]. 
Disclosure and Barring Service (DBS) and overseas police checks
St Paul’s is a “registered body” under the Police Act 1997 because employment here involves access to children under the age of 18. This post will require an enhanced DBS check from the Disclosure and Barring Service before we can confirm an offer of employment. Unless you are a member of the DBS Update Service you will need to apply for a new disclosure, even if you already hold one. Former members of staff who are not on the Update Service who re-join us also require fresh disclosures unless fewer than three months have passed between their leaving and their re-employment date.  If you have lived or worked abroad you will also need to provide appropriate paperwork, such as a police certificate of good conduct, from the countries you have lived in. 
Safeguarding guidelines
The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure compliance with our child protection policy statement at all times. If, in the course of carrying out the duties of the post, the post-holder becomes aware of any actual or potential risks to the safety or welfare of children at St Paul’s, s/he must report any concerns to our designated safeguarding lead or to the High Mistress if the concern involves a member of staff.
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