Section 1

	JOB TITLE:   Cook Supervisor
	POST NO(S): NEW

	JOB PROFILE: Operations and Craft (B) 4 – Grade 4

	SECTION/UNIT:  Catering & Cleaning Services

	DIVISION:  Resources

	REPORTING TO:  

	STAFF RESPONSIBILITIES: 

	JOB PURPOSE: To organise, administer and directly participate in the provision of a multi-choice cash-cafeteria catering service including the provision of welfare meals. This will encompass direct control over production, ordering or provisions and maintenance of stock levels. Collection and handling of School Meals Monies, in addition, to administer, order, prepare and delivery all and any corporate and civic function requests 


	MAIN DUTIES:

Responsible in ensuring that all jobs and tasks undertaken by all kitchen staff comply with all health & safety legislation, ISO 9001:2000 quality policies and procedures, food safety legislation and service operational procedures

Responsible for the collection and handling of all School Meal monies on a daily bases      

Responsible for the efficient and effective operation of a School production kitchen

· To organise and supervise the kitchen and serving duties of all staff.

· To liaise with the Area Catering Manager on all aspects of the School catering service to ensure that the service provided is appropriate.

· To order directly from contract suppliers on all foodstuffs and ancillary materials using official order forms and to ensure that quality and quantity correspond to the required level.  Where necessary, to attend to overdue or incorrect deliveries.

· To participate in the delivery, storage, preparation, baking, cooking and serving of all foods.

· To provide a refreshment, snack and packed lunch service as required.

· To ensure all stock levels are properly maintained and that perishable goods are regularly checked and rotated to avoid wastage.

· To ensure high standards of hygiene which comply with Health and Safety regulations.

· To manage the Corporate and Civic function requests, meeting and dealing with the clients, ordering of all foods and hiring of catering utensils, preparation of hot/cold buffets, 

· To help organise (with the assistance of the Assistant Catering Manager) and play a full part in catering for externally organised functions as required and where capacity and staffing levels are appropriate.

· To prepare foods for outside catering services including meals on wheels and luncheon clubs, liaise with the school management to cater for ad-hoc events, timetable changes and act as the point for EHO inspectors and other official visitors to the kitchen

· To ensure that all order/invoicing procedures and food stock documentation are properly maintained up-to-date and that appropriate returns are made to the Midlothian Catering Services Head Office on a weekly/monthly basis.

· Manual handling of all deliveries of stores from suppliers into appropriate stores and cupboards

· Ensuring that all rubbish bins in dining hall and kitchen are emptied on a daily basis into refuse sacks and lifted to an outside container or skip

· Ensuring that all equipment is maintained and cleaned

· To give on-the-job training to staff as and when required

· To be a recognised emergency first aider 


	% OF TIME



	KNOWLEDGE:
SVQ 2 in Food Preparation & Cooking or equivalent is essential. 

Relevant experience is essential and you must demonstrate a positive and caring approach to working with older people as well as adapting to varying dietary needs.

The REHIS Elementary Food Hygiene Certificate or equivalent is desirable.
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