
REC 4

OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 
COOK SUPERVISOR.


	Directorate: 
ECONOMY, SKILLS & NEIGHBOURHOODS
	Division/Section: 
ECONOMIC DEVELOPMENT – EDUCATION CATERING


	Grade: 
GRADE 4



	Job Purpose:

To take responsibility at unit level for all daily tasks and Performance Management, relevant to the provision of a high quality Education Catering Service. 

Responsibility at unit level will include all types of cooking activities performed to a high standard and in line with the current menu which is delivered and compliant to Nutritional Standards, all budget management, all aspects of  performance management, daily management of a small team and all current hygiene procedures maintained to a high standard.  



	Key Tasks:

1. To be responsible at unit level in ensuring a high quality Education Catering service is delivered daily to all customers.

2. To be responsible for all aspects of the service delivery e.g. ordering, preparation, production, meal service. 
3. To be responsible at unit level for all aspects of Budget Management e.g. ordering and receipt of goods, meal cost targets, stock control.
4. To be responsible at unit level for all aspects of Performance Management, at unit level e.g. increased uptake of meals, data returns, direct team’s appraisals, training records.

5. To be responsible for service delivery in line with all relevant legislation e.g. Nutritional Standards.

6. To check and complete timesheets including any variation sheets. 
7. To record all sickness absences in line with corporate procedures. 
8. To be responsible for all invoices against delivery notes and data returns for payment.
9. To attend all relevant training sessions and to train and cascade information to staff members as required.
10. To be responsible for all aspects of Health and Safety in the kitchen 
11. To be responsible for all aspects of Food Hygiene and relevant data information.

12. All duties must be carried out to comply with:  The Health and Safety at Work Act, Acts of Parliament, Statutory Instruments and Regulations and other legal requirements, nationally agreed Codes of Practice.



	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To be familiar with customer care and health and safety polices of the Council/ Directorate.

3. To participate in self-improvement in performance through workplace development.

4. To engage with any technical development of the service delivery e.g. IT

5. Undertake any additional duties commensurate with the grade of the post.




	Contacts:

Members of the public
Members of the Catering Service

Pupils

Teaching and other school staff
Tradesmen and contractors.




	Relationship To Other Posts In The Department:

Responsible to: Area Co-ordinators
Responsible for: Unit level Catering Assistants



	Special Conditions:

e.g.   DBS Disclosure Required –Enhanced

         


	
	DATE
	NAME
	POST TITLE

	Prepared
	4/3/2008
	AB
	     

	Reviewed
	16/1/2012
	AB
	     

	Reviewed
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OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:   Education Catering - COOK SUPERVISOR
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	
	
	
	Essential
	Desirable

	Education & Qualifications


	Basic Food Hygiene Certificate.
NVQ Level 2 – Catering or 

City Guilds – Catering.
Possess or be willing to study for and obtain Intermediate Food Hygiene Certificate.

Numerate and literate sufficient to carry out the duties of the post.


	
	Brought to Interview
Interview

Application Form

Interview


	

	Experience


	Experience in an industrial environment of all aspects of service delivery, ordering, preparation, production and meal service. 

Experience of team management 
Experience of Budget Management.
Experience of Performance Management

Experience of Nutritional standards and Menu planning
	
	Application Form

Interview

Application Form

Interview

Application Form

Interview

Application Form

Interview

Application Form

Interview


	     

	Skills & Abilities


	Ability to complete paperwork to a required standard.

Ability to undertake IT duties sufficient to carry out duties of the post.

Ability to supervise employees in their day to day activities, punctuality and performance.
Ability to work under pressure and to meet all deadlines eg: production of specified number of meals to a set time within a given budget.

Ability to work effectively on own initiative or as part of a team.

Ability to work within Health and Safety guidelines and Food Hygiene regulations and ensure that employees comply with same.

Ability to develop other employees in the team in relation to new working methods, new equipment, legislative requirements etc.

Willingness to undertake further training.

Ability to carry out stock checks.

Ability to communicate effectively with Managers, Employees, Head teachers, Teachers, Pupils, Suppliers and Members of the Public.

Ability to handle cash as per laid down financial procedures (if applicable).
	     
	Application Form
Interview

Interview

Application Form

Interview

Application Form

Interview

Application Form

Interview

Interview

Interview

Application Form Interview

Application Form

Interview

Application Form

Interview

Application Form

Interview


	     

	Knowledge

	A  knowledge of an industrial Catering environment to include Budget Management , Performance Management, Team Management, service delivery, ordering, preparation, production and meal service. 


	
	Application Form

Interview


	

	Work Circumstances


	Ability to work flexibly within the various units of the Education Catering Service to meet the specific service demands e.g. breakfast, mid morning break, lunch time service, and afternoon service Also providing additional services as required at unit level.
Some evening work may be required to assist with any service specific promotional work.
DBS Certificate
	     
	Interview
DBS application form
	     


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

