WALTHAM FOREST CATERING
COOK/SUPERVISOR – GRADE 5

NOTE
THE COUNCIL EXPECTS ALL ITS EMPLOYEES TO HAVE A FULL COMMITMENT TO THE COUNCIL’S EQUAL OPPORTUNITIES POLICY AND ACCEPTANCE OF PERSONAL REPONSIBLITY FOR ITS PRACTICAL APPLICATION.  ALL EMPLOYEES ARE REQUIRED TO COMPLY WITH AND PROMOTE THE POLICY AND TO ENSURE THAT DISCRIMINATION IS ELIMINATED IN THE SERVICE OF THE AUTHORITY.

JOB PURPOSE
To ensure the smooth and efficient running of a Catering Unit . 

MAJOR TASKS
	1.
	To provide customers with a choice of freshly prepared high quality meals and beverages.



	2.
	To be aware of and abide by the Catering Specification.



	3.
	To stay within predetermined food, labour and overhead costs.


JOB ACTIVITIES

	1.
	To understand, promote and comply with the Council’s Equal Opportunities policy, and ensure it is implemented in the areas of responsibility.



	2.
	To uphold and comply with the statutory provision of the Health and Safety at Work Act 1974 and any other relevant legislation, Council Policies or Procedures relating to Health and Safety.



	3.
	To understand and comply with Food Hygiene regulations and Waltham Forest Catering Policies.



	4.
	Whilst on duty to wear the correct uniform provided by Waltham Forest Catering at all times.



	5.
	To liaise with teaching staff, parents, governors, suppliers, , all Waltham Forest Catering employees and other relevant departments and organisations to provide the best service and customer care.

	6.
	To be responsible for the ordering of items such as food, cleaning materials, light equipment and paperwork associated with it.

	7.
	To be responsible for stock control including detailed monthly stock checks, ensuring deliveries are put away, stock rotated and incoming goods checked for quality and quantity, dated and recorded.

	8.
	To ensure the safe and correct use of equipment and comply with the reporting procedure for its repair and maintenance.

	9.
	To manage and supervise the catering staff in your unit including on the job training, induction, assessment and planning work allocation and rota’s.

	10
	To ensure that you and all your catering staff are aware of and comply with the legal requirements i.e. Health & Safety, Food Hygiene Regulations and local policies including Waltham Forest Catering’s Accident procedure, Health & Safety Policy, Hygiene and Cleaning Procedures, Food and Health Policy.

	11.
	To keep simple training records and to carry out staff appraisals.

	12.
	To prepare, produce and serve attractively presented high quality food and beverages.

	13.
	To plan and display menu’s and if required a price list.

	14
	To promote Waltham Forest Catering and actively encourage the uptake of meals and increased numbers of customers.

	15.
	To respond swiftly to changing customer demands and special needs and to maintain good relations with customers by consulting with them and observing their changing preference and needs.

	16.
	To keep accurate daily records of meals ordered, produced and served. To be responsible for all the financial procedures including filling out function booking forms, ordering and authorising payment of invoices. To undertake cash handling routines involving operating the till, placing and removing cash from the safe, passing cash to the security collection firm and collecting change from the bank. 


	17.
	To be aware of the minimum standards and requirements laid down in Welfare and Education specifications and to achieve these at all times.

	18.
	To keep simple quality control records.

	19.
	To be cost conscious at all times and be economical in the use of all materials, including labour. To undertake the banking of monies collected as necessary



	20.
	To cook meals for consumption off site as directed by the Area Manager.



	21.
	If applicable, to ensure that the Assistant Cook or the Trainee Assistant Cook is at all times conversant with all aspects of cooking, supervision and paperwork so that they are able to deputise in your absence.

	22.
	With the Area Managers approval visit off site customers to ensure client satisfaction.

	23.
	To assist and advise off site servery catering staff.

	24.
	To ensure that the kitchen and contents are as secure as possible and to be responsible for opening and locking the kitchen premises.

	25.
	To work in a Waltham Forest Catering kitchen if required during the school holidays or other school closures.

	26.
	To help out in neighbouring Waltham Forest Catering kitchens as and when required.



	27.
	To perform occasional duties of a similar nature up to and including those on the same grade, including duties within the wider context of the Corporate Services Department, subject to training and support if necessary.



	
	In the event of a dispute about such duties the normal Trade Union/Management negotiations will take place and the status quo will apply
until the matter is resolved.


	
	

	Responsible to:
	Area Catering Manager

	
	

	Responsible for:
	Kitchen Base Catering Staff

	
	

	Base kitchen will vary throughout the London Borough of Waltham Forest.
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