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Job Description and Employee Specification [Catering Manager]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Community Operations


	Job Title:
	Catering Manager


	Responsible to:
	Area Manager


	Grade
	NLC6


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

The Catering Manager is responsible to the Area Manager for all activities in the unit including menu planning, stock control, maintaining budgetary targets and administration.


	Main Duties and Responsibilities

1. To plan, organise, control and supervise the catering operation within the unit ensuring the highest standard of efficiency and service delivery.

2. To ensure that all food hygiene, health and safety and all other legal and contract specification obligations and regulations are met.

3. To organise, plan menus and cook, monitoring portion control in line with food cost percentage.

4. To monitor and maintain standards of performance re staff attitude, appearance, hygiene, training and development.

5. To control personnel and payroll administration.

6. To conduct 4 weekly stock checks.

7. To order appropriate supplies.

8. To ensure that all financial documentation is completed accurately and timeously.

9. To ensure that all staff within the unit are communicated to effectively maintaining a productive working environment.

10. To recruit and select staff if required.

11. To undertake any reasonable task as required.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· SVQ Level 2 or City & Guilds 7061/2 or recognised equivalent or willing to work towards qualification within an agreed timescale of 2 years.

	X





	





	Verification/Application Form/Interview

	· HND in Hotel & Catering 

	
	X
	

	· Intermediate Food Hygiene Certificate
	
	X
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Moderate relevant experience 

	X
	
	Application Form/Interview

	· Supervisory experience 

	X
	
	

	· Administration skills 

	X
	
	

	· Function Work 

	X
	
	

	· Training

	
	X
	

	· Working to Budgets 

	
	X
	

	· Leadership Skills 

	
	X

	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good craft skills 
	X
	
	Application Form/Interview

	· Good communication skills 

	X
	
	

	· Good numeric skills 

	X
	
	

	· Organisational skills 

	X
	
	

	· Ordering and controlling stock 

	X
	
	

	· Up to date understanding of the Catering Industry 

	
	X
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Positive 

	X
	
	

	· Ability to work under pressure

	X
	
	Interview

	· Team Player 

	X
	
	

	· Enthusiastic 

	X
	
	

	· Flexible
	X
	
	

	
	
	
	

	OTHER
· Satisfactory PVG scheme membership (Child) (application will be processed by the Council for successful candidates and must be attained prior to commencing employment)

	
X
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