	JOB DESCRIPTION & PERSON SPECIFICATION (JDPS)                           



	Job Title:  

	Assistant Cook
	Job Evaluation         Reference Number:  
	AA3141

	Service:


	Customer Services 
	Grade:


	SLGE 4

	Department/Section:


	Commercial Services
	Location:
	Variable as required

	Line Manager (post):

	Catering Manager 

	Date JDPS was created / last reviewed / amended:
	February 2025

	Version of JDPS: 


	v.3

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To assist the Catering Manager to manage the production, service and delivery of catering to the school ensuring that the Schools (Health Promotion and Nutrition) (Scotland) Act 2020 and associated regulations are achieved and ensuring that school meals are provided on time, within budget and meet the needs of pupils.


	Scope / Dimensions:  
The post holder has responsibility for day-to-day supervision of a number of staff in the absence of the Catering Manager.  Line management responsibility for these staff is held by the Catering Manager.  


	Job Description:  Main Outcomes required  


	1.
	Planning:
Support the Catering Manager to develop the service provided to clients by:
1. Assisting the Catering Manager with ensuring that stock, consumables and other goods are ordered on time to ensure that the menu can be provided.

2. Assisting the Catering Manager with ensuring that purchasing of goods balances pupil needs, food costs and minimising waste and is from contracted suppliers and from specified product lists.

	2.
	Service Delivery:
Ensure that high quality services and best value are delivered to service users by
1. Assisting the Catering Manager with providing meals for pupils following the menu, recipes and guidance provided by the Catering and Cleaning Officer.

2. Preparing and cooking of meals and snacks.

3. Ensuring that portion control follows set guidelines when serving meals.
4. Cash handling of school meals income may be required.  
5. Carrying out general kitchen duties such as setting up and clearing away equipment and tables, cleaning of kitchen and equipment, dishwashing, etc.

6. Assisting the Catering Manager with the administration and completion of monthly paperwork to ensure that meal uptake, stock control and food costs are monitored. 


	3.
	Quality:
Assist the Catering Manager to ensure standards are maintained, improvements developed, and issues addressed in a timely manner, and in particular:
1. Ensure that the kitchen operates within the guidelines and procedures provided by Catering and Cleaning Management.

2. Ensure that the HACCP plan is in place, and food hygiene standards are met.

3. Ensure that the kitchen meets the requirements of the Quality Management system, and internal audit requirements.

4. Provide meals that are of a high-quality standard.

	4.
	Staff Management:

1. In the absence of the Catering Manager, act as line manager for any staff within the kitchen adhering to all HR policies and procedures that may be required in dealing with day-to-day issues.
2. Ensure effective communication is in place with all staff.

	5.
	Developing Working Relationships:

Assist the Catering Manager with the following:

1. Develop strong, positive working relationships with colleagues within the school, contribute to Curriculum for Excellence activities and ensure that customers are informed, consulted and engaged with any catering related matters.
2. Address any supplier issues or complaints that may arise.


	6.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	7.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   




	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	D.1
D.2
	Elementary Food Hygiene certificate.
Relevant qualification in catering or nutrition.


	Experience



	E.1

E.2

D.1
	Experience of cooking and food preparation in schools or another commercial environment.
Experience of working to set menus.
Experience of placing orders, managing deliveries, stock control, cash handling and working within a budget.



	Specific job-related knowledge  


	D.1

D.2

	 Knowledge of working within requirements of the Schools (Health Promotion and Nutrition) (Scotland) Act 2007 and associated

 Regulations.
 Knowledge of quality management and internal audits.


	Any additional job-related requirements   


	E.1

	PVG (Children) 


	Competencies   

	E.1
	Level 1


	Personal Qualities (Competencies) that are essential at recruitment stage:



	E.1

D.1


	Able to lead a team and deputise for the Catering Manager.
Able to work in a changing and demanding environment.
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