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Person Specification

	Job title:

	Assistant Catering Manager

	Job Family/
Grade/Level:
	Catering/Grade 2/CAT2a

	Summary of role:
	<<to be read in conjunction with relevant role profile>>
Based within Catering & Facilities Management and reporting to the Catering Manager, you will be responsible for the preparation, cooking and serving of food including special dietary requirements.
Key responsibilities will include:
· Preparation and serving of food to customers.
· Responsiblity for cleanliness and organisation in kitchen and surrounding areas.
· Supervision of a team of catering assistants in the absence of the Catering Manager
· Management of stock levels, ensuring stocks are replenished as necessary and ordering stock via online purchasing system. 
· Reporting of any repairs required.
· Understanding and ensuring health and safety  procedures are followed in line with legislation.
· Ensuring the operation of the kitchen runs consistently in the absence of the catering manager.
Please note this position may be subject to membership of the PVG Scheme.




	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications & training
	
	· Basic food hygiene qualification and/or equivalent vocational qualification. 
	 Application Form
 Certificates


	Skills


	· Ability to prepare, cook and serve complete dishes in line with straight forward pre planned menus (including dietary requirements and semi prepared meals)
· Ability to set daily tasks for team members and instruct in basic kitchen, cooking and catering skills
· Ability to operate and instruct in the use of industrial kitchen equipment e.g. mechanical knives and fryers.
	· Relevant level of IT skills.

	 Application Form
 References
 Interview
 Assessment

	Knowledge


	· Can carry out basic stock control and replenishment in order to minimise shrinkage and wastage 
· Ability to monitor food and health and safety standards and maintain required records, ensuring compliance with legislation and regulation
· Ability to reconcile cash transactions in accordance with cash handling procedures
· Knowledge of basic cooking techniques in volume and time dependant situations. 
	
	 Application Form
 References
 Interview
 Assessment



	Competencies 
	Essential
	Desirable 
	Evidence 

	Personal Effectiveness
	· Confident and assertive when putting views across to other people
· Backs-up any suggestions with facts
· Prepared to stand by views, even if others challenge them
· Adapts the way they talk to people to make sure they understand.
	· Speaks clearly and calmly, and is tactful
· Good listener
· Makes sure that people have understood, and they know to pass the message on to others
· Writes clearly, when needed, and in a way that people can understand
· Sorts out information appropriately, and writes, or inputs, it correctly.
	 Application Form
 References
 Interview

	Personal Effectiveness
	· Knows what results need to be achieved, and how to achieve them
· Keeps up-to-date with any changes in the skills and knowledge needed
· Joins in with any training required
· Tries to develop career.
	· Finds out what information is needed, and then gets it, to make the right decisions in the time given
· Asks other people for their opinions
· Knows when to refer to line manager.
	 Application Form
 References
 Interview

	Providing Excellent Customer Service 
	· Works with other people to find ways of solving problems
· Works flexibly and is happy to help other employees.
	· Backs-up team decisions and supports the aims of the team.
	 Application Form
 References
 Interview

	Managing Change
	· Happy to be told about new ideas and ways of working
· Tries hard to do things the new way, when things change.
	· Able to cope with change and handle situations that seem unclear
· Does not mind being interrupted in the middle of a task.
	 Application Form
 References
 Interview




OFFICIAL
OFFICIAL
V2.0		August 2023
