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Croydon Council 

	R o l e   P r o f i l e


	Job Title:


	Generic Cook in Charge/Cafeteria Manager (Cook4)



	Department:


	Children, Young People and Learners



	Division:


	Academic Establishments

	Grade Range:


	Grade 5 – Scp 23 - 25

	Hours:


	Variable

	Location:


	Please insert school/Site location

	Reports to:


	Catering Manager/Head Teacher (delete as appropriate)

	Responsible for:


	Kitchen Assistants

	Role Purpose and Role Dimensions:
	Provide a quality service to school pupils and staff within financial and operational guidelines and ensure that a high standard of kitchen hygiene is maintained whilst supervising Assistant Cooks & Kitchen Assistants.

	Commitment to Diversity:
	As a member of the School Catering Team to take individual and collective professional responsibility for championing the school's diversity agenda and proactively implementing initiatives which secure equality of access and outcomes.  Also to commit to continually developing personal understanding of diversity.


	Key External Contacts:
	Catering suppliers

	Key Internal Contacts:
	· Catering Manager
· Head teacher
· Other catering staff
· Other School staff



	Financial Dimensions:
	The controlling and ordering of stock and food.

	Key Areas for Decision Making:
	· Controlling the staffing levels to meet the needs of the service.

· Deciding on menu, ordering, costing, stock and portion control.
· The keeping of various stock and cash records related to the duties of the post.



	Other Considerations:
	


	Key Accountabilities and Result Areas:
	Key Elements:

	Supervisions & Staffing duties
	This will involve:

· Supervise kitchen staff.

· Plan & implement catering rotas.
· Assist with the recruitment and training of Assistant Cooks and Kitchen Assistants in good catering practise.

· Responsible for delivery and collection of keys during non term periods such as the summer term.

· Ensure that final paperwork at the end of term is up to date.



	Financial management
	This will involve:

· Responsible for payroll return and absence monitoring.

· Food pricing to ensure that cost criteria are met.

· Reviewing the selling prices and sales mix to ensure correct level of income.

· Cash handling and reconciliation, banking and completion of trading activity handbook.
· Adjusting staffing levels according to income and demand.



	Practical duties
	This will involve:

· Prepare, cook and serve meals and light snacks.
· Order supplies, check and record deliveries in order to control stock.
· Ensure statutory requirements with regard to food hygiene and health & safety are implemented.
· Menu planning to ensure that a balanced range of meals are available.
· Promoting the catering service within the school and participating in special events.

· Communication with school administration staff, Lunchtime Supervisors and Head Teachers.


	Green Statement
	This will involve:

· Seek opportunities for contributing to sustainable development of the borough, in accordance with the Council’s Green Commitment. In particular, demonstrate good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) in management of the service provision.



	Data Protection
	This will involve:

· To be aware of the council’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.

· To maintain client records and archive systems, in accordance with departmental procedure, policy and statutory requirements.



	Confidentiality


	This will involve:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee’s access to and use of the council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.



	Equalities
	This will involve:
· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and to promote its policies in their own work, to undertake any appropriate training and to challenge racism, prejudice and discrimination.



	Customer Care
	This will involve:
· Able to demonstrate a commitment to the council’s Customer Care Policy


	Health and Safety


	This will involve:

· Every employee is responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  


	To contribute as an effective and collaborative member of the Catering Team


	This will involve:

· To participate in training to be able to demonstrate competence.

· To participate in first aid training as required.
· Participating in the ongoing development, implementation and monitoring of the service plans.

· Championing the professional integrity of the school 

· Supporting Customer Focus, Best Value and electronic management of processes.

· Actively sharing feedback on school policies and interventions.



	P e r s o n   S p e c i f i c a t i o n


	Job Title: 


	Generic Cook in Charge/Cafeteria Manager (Cook4)



	Essential knowledge:
	Knowledge of basic food preparation including methods, portions, stock rotation and ordering.

	Essential skills and abilities:
	Ability to read and implement instructions, such as Health & safety and Food Hygiene regulations.
Ability to handle cash using cash register and/or mental arithmetic to complete financial transaction forms.
Able to use and clean machinery and light equipment.
Demonstrate a willingness and enthusiasm for training and progression.

Able to encourage children to select a balanced meal.

Able to communicate with all kitchen, school staff and pupils.
Able to train staff in basic kitchen and catering skills.

Able to work on own and within a team.

Able to lead and motivate staff

Display a commitment to the Council’s equalities policies.

Display and maintain a high standard of personal hygiene.

Work effectively in a busy and hectic environment.



	Essential experience:
	Experience of catering
Previously managed or assisted in running own catering unit.
Experience of training staff in basic kitchen skills.

	Special conditions:
	Willingness to undertake Basic Food Hygiene and Basic Health & Safety certificates within 1 year of appointment.

Enhanced CRB check required.

Willing to work occasional additional hours and at other sites within the Borough when requested.
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