
 

JOB DESCRIPTION – CHEF/ASSISTANT CATERING MANAGER 

Job Title: Chef/Assistant Catering 
Manager 

Department: Catering 

Reports to: Catering Manager 

Hours: 37 hours per week, term time only plus 5 
INSET days 

Salary Scale: Support Staff Points 12 to 16 
(£14644-15620p.a. pro rata) 

Updated: September 2018 

Purpose of Job:  The Chef is responsible for the efficient and economic production of 
quality food in the School. 

As Chef/Assistant Catering Manager you will: 

1. Prepare, cook and serve hot and cold meals, as and when required. 
2. Provide for special dietary requirements where necessary, and take into account 

the preferences of the students. 
3. Liaise with the Catering Manager when planning/costing menus in order to provide 

a balanced nutritious diet, making the best use of available fresh foods. 
4. Participate in the preparation of staff and student meeting buffets as required. 
5. Maintain accurate records of food supplies and freezer/fridge temperatures. 
6. Ensure stock rotation – request stocks and check deliveries; check and value stock 

as required by the Catering Manager. 
7. Supervise and instruct kitchen staff members in the use of all equipment and 

hygiene procedures, giving help and guidance where appropriate. 
8. Conduct basic food hygiene training for all staff involved in handling and delivery of 

food. 
9. Maintain and improve professional knowledge and competence. 
10. Attend mandatory training days/courses, on or off site, as and when required. 
11. Comply with statutory Health and Safety standards in the kitchen and dining areas. 
12. Ensure all crockery and equipment is cleaned and stored appropriate, and that the 

overall cleaning of the kitchen area (and, where appropriate, the dining areas) is 
carried out effectively. 

13. Report immediately to the Catering Manager, any illness of an infectious nature or 
accident incurred by a student, colleague, self or another. 

14. Understand, and ensure the implementation of the Health and Safety Policy, and 
Emergency and Fire Procedures. 

15. Report to the Catering Manager any faulty appliances, damaged furniture, 
equipment or any potential hazard. 

16. Promote safe working practice in Catering Department. 
17. Maintain a positive personal/professional profile within the local community, 

ensuring the good reputation of the school at all times. 
18. Ensure that all information of confidential nature gained in the course of duty is not 

divulged to third parties. 
19. Notify the School or the Catering Manager as soon as possible of your inability to 

report for duty, and also on your return to work from all periods of absence. 



20. Ensure the security of the School is maintained at all times. 
21. Adhere to all school policies and procedures within the defined timescales. 
22. Ensure all equipment is clean and well maintained. 
23. Carry out any other tasks that may be reasonably assigned to you. 

 
This job description is not necessarily a comprehensive definition of the post and will be 
subject to modification or amendment at any time after consultation with the post holder. 
Employees are expected to be courteous to colleagues and provide a welcoming 
environment to all who may visit or contact the School. 

 


