Manchester City Council 

Job Description

Catering Manager, Grade 3 NJC Scale points 4 – 6
£24,404 - £25,183 Pro Rata
25hours per week, All Year Round
Building and Facilities 

The post holder will report to the Finance and Administration Manager.  Apart from other colleagues in the school, the main contacts of the job are: Executive Headteacher, Head of School, Senior Leaders, teaching staff, other support staff and pupils. 

Main Purpose of the Job:

To work collaboratively with all staff and parents in order to support student well being and to promote the five outcomes of Every Child Matters

Under the direction of the Finance and Administration Manager, to be responsible for the business development and day to day operation of the catering function, ensuring that all Health and Safety regulations are adhered to.

To manage catering staff and maintain close liaison with administrative and facilities staff.

Main Duties

1. To promote and contribute to the development of the service.  To be responsible for the formulation of the business and marketing plan and deliver effective marketing campaigns. 

2. To participate in the new initiatives and future changes in service delivery improvements to support the client and the aims and objectives of the School. 

3. To deliver a quality hospitality service as required.

4. To be responsible for the security of specified areas and maintenance of equipment.

5. To manage the ordering and receipt of deliveries to the catering area.

6. To furnish the finance department with trading accounts and business development plan as required.

7. To oversee the management of the free school meals monitoring system ensuring value for money.

8. To be aware of, comply with and ensure that all policies and procedures relating to Food Hygiene Standards. Health and Safety and security, confidentiality are adhered to, reporting all concerns to an appropriate person.

9. To use all equipment in a safe manner, and any faults/incidents are reported to the Finance and Administration Manager.

10. Be responsible for maintenance and general up keep of specified areas.

11. To work as part of a team to support colleagues and contribute to the vision and ethos of the school.

12. To undertake personal development to improve own practice

13. To assist with pupil welfare duties including supervision of students at lunchtimes under the agreed system for the school to ensure the safety and welfare of pupils.

14. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and external communications.

Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.

Manchester City Council

Person Specification

Job Description
For this job we are looking for:

· Required to be a member of the Hospitality and Catering Institute Management Association. 

· Hold or be working towards NVQ Level 2 Food Preparation and Cooking or an equivalent qualification. 

· Must hold Foundation Food Hygiene Certificate or an equivalent qualification and have knowledge and understanding of health and safety regulations. 

· Knowledge and understanding of the working of the ICT system that creates and manages the swipe card system.

· Operational experience of working in a catering facility, where high standards of food quality, service and attention to detail are paramount.

· Ability to work on own initiative and plan own workload.

· Ability to lead and motivate a team.

· Effective and persuasive communicator both verbally and in writing, with customers, other catering colleagues and city council employees. 

· Willingness to abide by the City Council’s and Governors various policies.
Personal Style and Behaviour 

· Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

· Self motivation and personal drive to complete tasks to the required timescales and quality standards.

· The flexibility to adapt to changing workload demands and new school challenges.

· Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users. 

· Personal commitment to continuous self-development. 

Personal Commitment to continuous service improvement. 

· Personal commitment to the school’s professional standards, including dress code, at all times

· Be willing to consent to and apply for an enhanced disclosure to a CRB (Criminal Records Bureau) check. 

