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Role Profile


	Role Details


	Job Title
	Catering Team Leader
	Service 
	Estates & Facilities

	Directorate
	Neighbourhood Services
	Reporting to
	Cluster Coordinator

	Grade 
	5 
	Hours: 35
	Salary will be pro-rated for less than 37 hours per week

	Work Location
	St Ninian’s High 


Role Purpose 
· Ensure the effective provision of Estates & Facilities Catering Services to all customers. Coordinate the Catering Team to provide excellent customer service, meeting all SLA’s and Schools Health & Promotion Nutrition (Scotland) Act 2007 and meeting relevant performance targets.

· Thorough understanding of objectives,  work with customers to assist in anticipating and identifying opportunities for Estates & Facilities to add value to support the achievement of Service and Council goals.

· Contribute towards increasing the generation of income within the catering establishment

· Support the effective leadership of the Estates & Facilities Operational team, by creating a performance-driven culture of team work and flexibility, contributing to the overall success of the Council.

· Continually improve service delivery and the performance of the Estates & Facilities Operational team, minimising operational risk through effective supervision of operational control systems, relevant resources and operational planning across the team

Role Accountabilities & Key Activities 
Estates & Facilities Operations
· Ensure the provision of a quality Estates & Facilities Catering Service by adequately resourcing all aspects of the service, meeting all SLA’s and Health & Promotion Nutrition (Scotland) Act 2007, and Food Safety System.
· Ensure the provision of a quality service is provided.
· Contribute to the objectives contained in the Estates & Facilities Business Improvement Plan.
· To ensure a consistent approach is taken across the service and that internal policies and procedures are adhered to.
Communication
· Action appropriate responses, both written and verbal to complaints and queries, ensuring adequate corrective action is taken to enhance customer satisfaction.
· Assist in preparation of reports on performance and management issues, as requested by the Cluster Coordinator, to provide a history of evidence of issues which have occurred and corrective action taken with employees and customers to ensure effective communication.
· Chair regular meetings with employees and attend, as required, meetings with customers to ensure effective communication.

Compliance
· Ensure the delivery of the Estates & Facilities Operation Teams, ensuring full compliance with all appropriate legislation and associated regulations; policy and procedures including:

Health & Safety Legislation and Policy, Food Safety Regulations and Disclosure Scotland.

· Administer proper financial monitoring and auditing in accordance with set procedures.
· Contribute to the development and maintenance of a healthy and safe environment for employees and service users, including the development of Health & Safety Policies and practices.

Relationship Management 

· Contribute to excellent working relationships with all stakeholders whilst achieving performance against agreed standards.

Team Leadership & Development
· Promote high performance is obtained from the Estates & Facilities Catering Team through a focus on service delivery improvements.
· Assist in the management of resources to ensure performance targets are achieved across the team.
· Support a learning culture within the team, encouraging learning and seeking feedback.
· Carry out the Performance & Development Review (PDR) process within the team for all employees ensuring regular monitoring and review of performance within the corporate framework is applied.

Customer Service Delivery 

· Contribute to the achievement of performance standards through the identification of improvements that focus on improving customer service delivery.
· Contribute to continuous improvement of the Estates & Facilities Catering Team ensuring that communication to all stakeholders.
· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 

Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.   

Best Value 
· Contribute to the review of performance within the team ensuring maximum benefit is derived from the service provided.
· Support the Estates & Facilities Service through a focused approach to ensuring high quality service is provided.

Best Practice
· Foster an environment in which best practice becomes an accepted responsibility at all levels.
· Share best practice between and across the Estates & Facilities Service to ensure that customers experience benefits.
· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with team objectives.

Context 

	Location:


	In line with the contractual terms for East Dunbartonshire Council employees: 

· Normal work base will be: St Ninian’s High   

	Mobility:

· 
	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.(

	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	
	
	
	
	
	
	

	
	Finish Time
	
	
	
	
	
	
	

	
	Unpaid Break 
	
	
	
	
	
	
	

	
	Total Daily Hours 
	
	
	
	
	
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	Various work patterns

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	Yes

	
	If ‘yes’ please give details 
	To meet Business requirements will be expected to work at times when Estates & Facilities employees are on duty or when meetings are being held which require attendance.  This may include hours out with core hours.

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	Yes

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	

	
	PVG Children
	(

	
	PVG Adult
	(


	Criminal Convictions:


	

	Proper Officer:


	No

	Politically Restricted:


	No


Key Relationships 

· The role will support other roles.  The role will work flexibly with other team members to share best practice and to achieve team priorities.

· The role is required to use initiative to progress day-to-day activities.  More complex issues will be referred to the Cluster Coordinator.

· The role interacts with:

Elected Members

All Directorate Leadership Teams

Trade Union Representatives

External and Internal Partners and Stakeholders

Internal and External Customers

· Given the nature of the role, key relationships will include:

Frequent contact with Managers and employees

Personal Specification 

	Personal Specification
	Essential (must have)
	Desirable (would like to have)



	KNOWLEDGE
	· School Service Delivery.

· Food Nutritional Act.

· Sound knowledge of role accountability areas 
	

	SKILLS
	· Ability to train staff for kitchen duties is essential.

· Good organisational and communication skills are also essential.

· Team leadership skills

· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Demonstrable influencing skills

· Team working & team building skills


	

	EXPERIENCE


	· Experience of catering at a supervisory level is essential.

· Track record of achieving sales targets.

· Demonstrable experience across all role activities 


	· Experience of function work is desirable

· Experience of brand management and marketing techniques is desirable.




	EDUCATION/

TRAINING


	· Applicants should be qualified to City & Guilds 706/2 level or have equivalent experience.

· Possession of REHIS Elementary Food Hygiene Certificate is essential.
	

	PERSONAL QUALITIES
	· Highly motivated and customer focused with good staff management experience.

· Must have literacy and numeracy skills.

· Works to ensure credibility in effectively managing relationships

· Self-Motivated

· Can-do attitude 

· Approachable - Customer focused

· Team player

· Ability to work on own initiative.

· Ability to work under pressure to deliver results

· Ability to work with minimum supervision

· Inclusive and respectful
	

	DRIVING LICENCE


	
	· Full Driving Licence
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