THE MORAY COUNCIL

JOB DESCRIPTION
	 (1)
JOB IDENTITY

	POST TITLE:  CATERING OPERATIONAL LEAD    DEPARTMENT:
ENVIRONMENTAL  SERVICES

SECTION:         CATERING
LOCATION:
Moray Council HQ
REPORT TO:   CATERING MANAGER


GRADE:                  
     7                                               POST NO:              MOR12167


	(2)
JOB PURPOSE AND WAY OF WORKING

	Responsible to the Catering Manager to oversee the catering service in the schools centres within the Moray Council, the service must meet the needs of the pupils and will conform with the nutritional standards as set out by the Scottish Government within the given budget


	(3)
MAJOR TASKS

	3.1 Management and development of the Catering Service to provide nutritious freshly prepared Early Learning Centres (ELC) school meals and functions through out the ELC Settings , schools and council buildings in Moray

3.2 Recruitment and retention of staff within all catering units

3.3  Deliver Quality Standards to the customer

3.4 Communicate effectively with staff and stakeholders’

3.5 Ensure all Food Hygiene regulations, Health and Saftey procedures are in place and are monitored


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	 Catering Manager |

Catering Operational Lead 
|

Catering Supervisors

|

Catering Assistants




SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


JOB DESCRIPTION Cont/d…

	 (5)
DUTIES TYPICALLY INCLUDE:

	5.1 Management and development of the Catering Service

5.2.1 Ensure units are operating in an  efficiency and cost effective manor

5.2.2 preparation of  cost estimates for functions and new business

5.2.3 menu planning with other Catering Operational Leads and Operational Support Officer
5.2.4 Assist Operational Support Officer with the administration of the nutritional analysis information data base

5.2.5 Monitor the provision of service in all units ensuring procedures are being followed

5.2.6 Review complaints or any other highlighted problems and take necessary steps to rectify any problems

5.2.7 Consult with Head teachers and parents on a regular basis

5.2.8 Promote the service to increase the uptake of schools where possible

5.2.9 Keep abreast of current relevant developments within the industry

5.2.10 Attend meetings both internally and externally in the absence of the Catering Manager
5.2.11 Implement operational change when required

5.2.12 Assist with marketing and business development

5.2.13 Manage systems required for department ie Ipay. Fusion, Nutmeg 

5.3 Effective recruitment and retention of staff within all catering units

5.3.1 In conjunction with Catering Operational Leads  supervise and deploy all catering staff  to ensure the efficient organisation of the catering service, and deal with any staffing  issues promptly

5.3.2  Motivate all staff within the area of operation

5.3.3  Identify training needs and in consultation with the Catering Operational Leads and Operational Support Officer develop suitable training programmes

5.3.4  Prepare for and chair periodic staff meetings

5.3.5 Follow the councils procedures for recruitment, selection and disciplining of staff

5.4 Deliver quality standards to the customer

5.4.1 Ensure the quality of food produced is consistent and complies with the menus provided within the given budget

5.4.2 Ensure compliance with the statutory provisions of the Health and Safety at Work Act, Food Safety Act and any other relevant legislation

5.4.3 In the absence of the Catering Manager maintain documented quality procedures ensuring they are understood and adhered to by all relevant member of staff


JOB DESCRIPTION Cont/d…

	 (5)
DUTIES TYPICALLY INCLUDE:

	5.5 Communicate effectively with all staff 

5.5.1 Ensure all relevant staff are trained in the completition of documation required to maintain the efficient running if the catering service

5.5.2 In the Absence of the Catering Manager check all weekly returns from schools and sign where necessary 

5.5.3 Ensure all employment forms are timeously completed and passed to personnel 

5.5.4 Ensure all function forms are complete and pass for invoicing

5.5.5 Communicate with the personnel, payments and education sections to ensure the smooth operation of the service

5.5.6 Carry out annual staff reviews

5.5.7 Delivery of various training events and work shops

5.4         Health and Saftey 

5.4.1      Ensure all risk assessments are completed and reviewed annually

5.4.2      Ensure any Health ans Saftey breach is recorded and acted upon

5.4.3      Regulary monitor and sign off Cook Safe Records in each unit

 The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.



	


THE MORAY COUNCIL

PERSON SPECIFICATION
Post Title:


CATERING OPERATIONAL LEAD
Department:


ENVIRONMENTAL SERVICES (ENVIRONMENTAL PROTECTION)
Date Specification Completed:
May 2026
Prepared By:


CATERING MANAGER
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.
	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	 Significant experience of running a large school kitchen/or equivalent type of site 

Ability to deal with all paperwork required to run a commercial kitchen

Supervisory experience

Experience in cost control 

Experience of working with a Cooksafe or HACCP system
	Experience in working within an environment of children and young people

Menu planning experience 



	(2) Education & qualifications


	Have an  NVQ3 or  equivalent qualification in cookery/dietics/nutrition 

Intermediate Certificate in Food Hygiene

ICT literate 


	Certificate in Nutrition 

Diploma in Advanced Food Hygiene



	(3) Skills/abilities (general)


	 Effective verbal & written communication skills 

Ability to co-ordinate and monitor equal standards across multi units

Aptitude for tidiness and attention to detail

Competent people management skills

Ability to plan and schedule work

Solutions focused 

Ability to create imaginative and healthy menus that caters for all dietary requirement

Good leadership and motivational skills

Self-confident and self-motivated 
	

	(4) Skills/abilities specific to post


	Knowledge of customer care requirements

Ability to communicate at all levels

Organised and controlled

Problem solving mind

Ability to work on own initiative and as part of a team

Ability to lead a team of staff, and delegate duties as required

Ability to contribute to service development

You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray this is normally undertaken by use of a car/van 
	

	(5) Inter-personal & social skills


	Strong customer care/people skills


	

	(6) Working Environment & Physical Demands


	Ability to work flexibly to meet the needs and demands of the service

Ability to work in a shared office

Ability to work in different offices/locations depending on the needs of the service
	


*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?

YES / NO
Satisfactory pre-employment medical screening required?
YES / NO
