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	JOB DESCRIPTION


	Post Tile:


	Facilities Supervisor

	Post Number:


	     

	Grade:


	Band  4

	Service:


	Culture, Communities & Educational Resources

	Section:


	Facilities Services

	Responsible to:


	Cluster Officer

	Overall Purpose of the Job:



	The Facilities Supervisor will be fully responsible for the leadership and management for all catering activities within the principal school and provide support to the cluster schools and other council catering facilities ensuring conformance with all relevant Legislation and council policies and procedures.


	Main Duties and Responsibilities 



	1.
	Responsibility for providing a high standard of service at all times in food preparation and customer service to both school customers including exporting meals to schools within cluster and external special catering customers.


	2.
	Ensure arrangements are in place for menu planning, food purchasing, stock control, food production and portion control to meet budgetary and operational targets.

Ensure the implementation of the Council's arrangements for Hungry for Success to meet Scottish Government's Schools(Health Promotion and Nutrition) (Scotland) Bill.

To take a lead role in the cooking,presentation and serving of food on a daily basis.



	3.
	The supervision of all other catering employees, including allocation of duties, training, work rotas and cover arrangements.

Responsible for first line arrangements in absence management including planning cover and undertaking return to work interviews for staff within direct control 



	4.
	Be fully conversant with and operate at all times the Council's arrangements for Food Safety in line with Food Hygiene Regulations and HACCP guidance.


	5.
	Be familiar with the implementation of the Council's financial management arrangements including purchase ordering, handling and reconciliation of cash and/or preparation for banking.

Ensure all staff adhere to financial procedures at all times.



	6.
	Be familiar with the requirements of Health & Safety at work Legislation, ensuring that staff follow safe working practices, equipment is in working order, and the kitchen and associated areas are safe, clean and secure at all times.
Responsible for reporting all faults of equipment, and any property related repairs required in the kitchen and its surrounds as per the procedure.

To take reasonable care for the Health & Safety of themselves and other persons who maybe affected by their actions or omissions at work.



	7.
	Assist the Cluster Officer in service delivery across the cluster area, organise and participate in internal and external function catering as required and where appropriate arrange transportation of meals to other export/import locations. 


	8.
	To respond to the Council's Emergency Response Procedures as required.


	9.
	To undertake administration duties appropriate to the post including including use of IT Systems.

Ensure the accurate and systematic retention of any records associated with the operation of the unit. 



	10.


	Any other duties and responsibilities as directed by line management.


Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.
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