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	Position:
	Catering Manager  

	Job Family/
Grade/Level:
	Catering/Grade 4/CAT3

	Purpose
	To be responsible for all catering activities within a large production kitchen which may include the exporting of food to satellite units.

	Summary 
of Role:
	Reporting to Area Operations Manager, the main duties and responsibilities are: 

· Provision of food including cooking, regeneration of food, menu planning and portion control within budgets.

· Responsible for cleanliness and organisation in kitchen and surrounding areas.

· Supervision and training of staff.

· Responsible for all food safety/health and safety activities in accordance with legislation.

· Use of IT equipment for on-line ordering system, financial records and   e-mail communication.

· Administrative duties/record keeping: -

· Financial 

· Staff records

· Food safety/Health & Safety

· Responsible for supervision of children during breakfast service (Primary Schools only)

· Any other appropriate duties as required by the service

· Co-operating with the introduction of new procedures and/or new equipment/technology associated with the role

Note: - This is a summary of the role and may be altered to reflect the changing needs of the business.



	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
and Training
	
	· SVQ level 3 and/or equivalent vocational qualification

· Intermediate food hygiene qualification.
	( Application Form

( Certificates

	Skills
	· Ability to prepare, cook and serve complete dishes in line with an agreed menu (including dietary requirements) 
· Ability to set daily work rotas and instruct and brief staff in order to ensure that operations run smoothly and service standards are implemented consistently
· Ability to input to menu design 
· Ability to operate and instruct in the use of industrial kitchen equipment e.g. mechanical knives and fryers 
· Can instruct/train in general catering skills
· Ability to interact with customers
· Supervisory skills
· Relevant level of IT skills.
	
	( Application Form

( References

( Interview

( Assessment

	Knowledge
	· Ability to supervise stock control  and replenish management in order to minimise shrinkage and wastage whilst ensuring received goods are accounted for

· Ability to monitor food and health and safety standards and maintain required records, ensuring compliance with legislation and regulation

· Ability to reconcile cash transactions in accordance with cash handling procedures and ensure that services are provided to budget and variances identified.
	· Ability to deal with operational matters and customer complaints. 
	( Application Form

( References

( Interview

( Assessment


	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Knowledge

continued
	· Thorough knowledge of basic cooking techniques in volume and time dependant situations

· Ability to make operational decisions affecting the team in a medium size establishment with some complex service delivery. 
	
	( Application Form

( References

( Interview

( Assessment

	Other


	· Shows an enthusiastic and positive manner

· Has an ability to work alone or as part of a team

· Demonstrates a flexible approach to the needs of the business

· Prioritises the needs of the customer
· Can demonstrate the ability to deal with confidential matters where appropriate.
	
	( Interview





	COMPETENCIES
	INFLUENCING (L2)
	DECISION MAKING (L2)
	EVIDENCE 

	Core Area:

Personal Effectiveness
	· Uses good arguments and reason to negotiate successfully with other people

· Anticipates problems and plans, in advance, how to deal with them

· Gets other people to make decisions with them, and gain their agreement.
	· Makes sensible decisions after getting all the information required, and thinking about alternative options

· Focused on what needs to be achieved, and not distracted by less important things

· Responsible for own decisions.
	( Application Form

( References

( Interview



	COMPETENCIES
	FORWARD THINKING (L2)
	FORWARD THINKING (L2)
	EVIDENCE

	Core Area:

Providing Excellent Customer Service
	· Looks for ways to help other people solve problems and get results

· Thinks ahead to find new ways of giving customers excellent service.
	· Forms contingency plans, so that people can cope if things go wrong.
	( Application Form

( References

( Interview




	COMPETENCIES
	ATTITUDE (L2)
	ATTITUDE (L2)
	EVIDENCE

	Core Area:

Managing Change
	· Understands the process of change – why it happens, how it works, and what the impacts can be

· Asks people to suggest ways to improve or move forward, and then build on their suggestions.
	· Tries to get others to see the good things that change can bring.
	( Application Form

( References

( Interview



	COMPETENCIES
	PROVIDES SUPPORT (L2)
	PROVIDES SUPPORT (L2)
	EVIDENCE

	Core Area:

Leadership
	· Recognises when other people need support, and offers to help them

· Looks at people’s different abilities, workloads and needs when allocating work.
	· Makes time to support employees, by being open and visible to them.
	( Application Form

( References

( Interview



	COMPETENCIES
	MOTIVATION (L1)
	MOTIVATION (L1)
	EVIDENCE

	Core Area:

Delivering Results
	· keen to do things, and to do them well

· You enjoy a challenge

· Works well, even when time is short or things are difficult.
	· Does not mind being told when has done something wrong.
	( Application Form

( References

( Interview
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