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	Role Title
	Area Catering Manager

	Directorate / Business Hub
	Families Traded services – Catering Services

	Grade
	PO2

	SAP Position Number
	50008653, 

	Date Prepared
	7.12.20

	Purpose As a member of the Catering Management Team, manage and deliver an excellent catering service at allocated schools to achieve high customer satisfaction and maximise take-up; ensuring that nutritious and tasty schools’ meals are prepared, that required standards are achieved, that staff are working efficiently as a team and that financial and staffing targets are met.

	Generic Accountabilities
	End Results/ Outcomes

	To manage, motivate and develop staff to ensure they are customer focused, understand and fulfil their job role, achieve their potential and deliver an excellent quality service
	Motivated, well trained, high performing, customer focused catering staff. Good team working in evidence. Satisfied customers having a good school meals experience. Growth in take-up 

	To ensure compliance with Health and Safety, Food Hygiene, Food Standards, HACCP, COSHH, Food Information Regulations and other service-related regulations
	Trained and knowledgeable staff, appropriate procedures, risk assessments and up-to-date record keeping in place, including IT based systems 

	To be accountable for effective budget management within allocated area of responsibility, including use of resources and IT, and generation of income, to achieve required level of profitability 


	At a minimum, breakeven position achieved at year end. Expenditure controlled within budget targets with good, active monitoring taking place for allocated sites, with appropriate action taken to resolve any areas of concern. KPI’s monitored and achieved. Value for money service achieved 

	To be proactive and participate in continual improvement and development of service to achieve excellence
	An excellent quality service delivered to all customers with continual improvement evidenced. Quality initiatives supported and embedded. Active, motivated participation to working and contributing as part of a team. Growth in income.

	For achieving excellent communications at all levels and developing and maintaining good client and staff relations
	Good oral and written communications. High levels of client satisfaction. Sound management practices in evidence. Council personnel procedures applied consistently. Line manager kept informed.

	To understand and comply with safeguarding responsibilities for children and vulnerable adults 
	Awareness of responsibilities and contribution to ensuring a safe environment for children, young and vulnerable people

	To understand and promote the Council’s Equal Opportunities Policy
	Is actively considered and integrated into all aspects of service

	Job Specific Accountabilities:  (These accountabilities are likely to be service specific linked to the role)

	To organise and control all aspects of the catering service in allocated area of responsibility, ensuring consistent delivery of excellent, proactive, cost effective service

	Staffing levels are managed to achieve meals per hour targets. Food is procured from approved lists and production costs are controlled to achieve targets. Kitchens and food production are well managed. Stock levels are maintained at optimum levels. Kitchen audits undertaken and recorded at required frequency.

	To ensure service provision meets customer’s specification and / or Service Level Agreement (SLA) and is professionally delivered
	SLA / contract requirements are professionally delivered by all members of the catering team. Regular contact with Headteacher or their representative on matters relating to service delivery. Customer complaints dealt with and resolved as a priority. 

	To review, develop and implement menus and recipes that meet published school food standards and other school requirements, e.g. buffets, and are costs within budget targets. Required allergen information is prepared and available for all food produced.
	Menu is appealing to children and young people, with tasty, nutritious and well-presented fresh cook food being produced. Menus meet School Food Standards and are nutritionally analysed using Saffron. Allergen information produced to help inform parents, pupils and school staff on menu choices. High / increasing meal take-up. Food costs controlled within targets.

	To recruit, train, develop, appraise and performance manage employees within allocated area, and across the wider Catering Service as required, using IT system where established
	Well trained, motivated and well managed workforce delivering service. Council performance procedures consistently applied, including sickness management. Appraisals undertaken. IT used effectively to manage and record all staff data and is up to date.

	To promote the Catering Service to retain existing business and explore potential sources of work to maximise work-base, take-up and income
	Schools aware of additional services and are utilising them, e.g. school buffet catering, breakfast service, etc. New opportunities identified and progressed. Growth in service and school meal take-up. 

	To be responsible for Health & Safety, COSHH, HACCP, Food Hygiene, and any other related Regulations, policies and procedures in allocated area, and across the catering service as required, to ensure a safe and healthy food production and work environment is maintained in kitchens
	Knowledgeable and well-trained staff. Up to date documentation, risk assessments, etc. HACAPP records maintained. Target 5 star ‘Scores on the Doors’ achieved for all kitchens. Incidents investigated and corrective action taken as appropriate. Council and catering specific procedures complied with.

	To produce management reports relating to business performance as required by senior management
	Reports prepared and presented at required frequency on performance matters to include, but not limited to, financial targets, meals per hour, food costs

	To provide expert catering input to kitchen designs to ensure that fresh cook service requirements and operational flow are fully considered in any plans
	In liaison with school and contractor, sign off works as required and commission kitchen back into full operation.


	Nature of Contacts 
Traded services colleagues

Catering staff

Headteachers and other teaching staff
Children and young people

Parents

Suppliers

School Governors
Council officers 

	Procedural Context

Catering operational procedures
Legislative requirements

Food for Life Catering Mark and MSC Chain of Custody 

Order / invoicing management processes

Cash handling and financial controls

Council procedures, including performance and sickness management

Complaints management
SAP HR and finance systems 

	Key Facts and Figures
Currently service employs approx. 300 staff working over 55 sites
Around 3m school meals provided annually 


	Resourcing:

Staff management

Budgetary responsibilities

Responsibility for catering equipment, handling cash/goods, Point of Sale systems
Procurement of provisions

	Competency Level:  
Principal Officer/ Manager (PO1-PO7)

	Knowledge, Skills and Experience 
(The following four areas represent a summary of the essential elements of the person specification)

Proven management experience in an education setting – at least 2 years multi-site school catering management experience (will be required to manage around 25 school kitchens), to include managing and communicating with large numbers of directly employed staff.
Large scale practical cookery knowledge and experience, preferably in school meals, to be able to train / coach cooks and kitchen assistants, and ensure efficient management of the kitchen environment, including Health & Safety and Food Safety requirements. 
Develop and deliver menus and recipes to meet published school food standards, have a good knowledge and understanding of healthy eating principles, nutritional standards and diversity requirements
Budget management to ensure control of costs and income in allocated area to meet service targets


	Indicative Qualifications
Relevant Practical Culinary qualification such as City & Guilds / BTEC / NVQ level 4 (or equivalent) – food preparation & culinary skills

Level 3/4 Advanced Food Hygiene



	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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