
 

JOB DESCRIPTION – CHEF & CATERING MANAGER 

Job Title: Chef & Catering 
Manager 

Department: Catering 

Reports to: Bursar 

Hours: 37 hours per week, term time 

Salary Scale: Support Staff Points 22 to 25  

Updated: December 2018 

Purpose of Job:  The Chef & Catering Manager is responsible for day-to-day running of 
the School’s catering operations. 

As Chef & Catering Manager you will: 

1. Plan, control and direct the production and service of school meals, using a 
termly, three week cycle of menus, catering for all dietary requirements. 

2. Undertake day-to-day management, control and operation of the catering 
provision, including the effective deployment of staff. 

3. Liaise with the Bursar to ensure that the catering team is adhering to the 
nutritional legalisation as defined by Department for Education. 

4. Maintain and keep accurate stock records for all provisions and equipment. 
5. Ensure all catering areas are cleaned in a timely manner to standards laid 

down by the School and as required by food hygiene legislation. 
6. Be accountable for leading, managing and developing the catering facility, 

undertake regular planning meetings with the Bursar to enhance the 
School’s catering facilities and daily offering. 

7. Be accountable for inspections undertaken by LA, Environmental Health 
Inspector and external verifiers ensuring meeting the necessary health, 
hygiene and safety requirements. 

8. Ensure the safety of all staff, visitors and contractors involved in the catering 
facilities, undertaking risk assessments as appropriate. 

9. Inform the Bursar of any defects in heavy equipment or of premises not 
meeting health & safety and or food hygiene regulation standards. 

10. Undertake performance management reviews, acting as a reviewer for 
colleagues in the catering team. 

11. Continue personal professional development, researching, requesting and 
undertaking relevant training for all concerned. 

12. Promote teamwork and to motivate staff to ensure effective working relations 
and communication.  

13. Monitor, review and evaluate the catering provision to the School. 
14. Participate in the preparation of staff and student meeting buffets as required. 
15. Maintain accurate records of food supplies and freezer/fridge temperatures. 
16. Ensure stock rotation – request stocks and check deliveries; check and value stock. 
17. Conduct basic food hygiene training for all staff involved in handling and delivery of 

food. 



18. Attend mandatory training days/courses, on or off site, as and when required. 
19. 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. 

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

21. Maintain a positive personal/professional profile within the local community, 
ensuring the good reputation of the school at all times. 

22. Adhere to all school policies and procedures within the defined timescales. 

23. Carry out any other tasks that may be reasonably assigned to you. This will 
include operation of the cashless catering system. 

 
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. 



Person Specification 

A. Professional Attributes 

 the ability to champion the vision and values of the School 

 A thorough knowledge of all aspects of commercial catering operations 

 a willingness to critically assess and take positive steps to improve performance 

across the full range of catering operations 

 the ability to: 

 think strategically and creatively. 

 deal with complexity and uncertainty. 

 inspire, challenge, develop and sustain individuals and teams. 

 embrace new technology and innovations. 

 communicate clear purpose and a sense of direction. 

 delegate, collaborate and distribute leadership. 

 encourage ideas and contributions from others. 

 listen, reflect and have the capacity to be flexible.  

 recognise and celebrate excellence.  

 a determination to build professional relationships and work sensitively with all 

colleagues, students and outside agencies. 

 A competence in IT. 

 an awareness of the most important recent trends and developments in education. 

 a commitment to continuing professional development. 

 
B. Personal Qualities 

 a positive and enthusiastic outlook. 

 excellent communication, organisational and inter-personal skills. 

 decisiveness, consistency and a focus on solutions. 

 courage and conviction. 

 resilience and optimism in the face of challenges. 

 self-reliance and self-confidence. 

 self-awareness. 

 integrity.  

 an attention to detail. 

 a well-developed sense of proportion and humour. 

 stamina to cope with the demands of the job. 

 

Resources Controlled 

Employees in Total: 4 Reporting Directly: 4 

Income/Expenditure: Under direction of the Bursar  

Assets: Catering equipment as fitted 

Contacts 

Outside the School: Warwickshire Caterers, Catering suppliers 

Inside the School: Bursar 



Decision Making Authority   The Chef / Catering Manager has full delegated autonomy 
over catering operations in liaison with the Bursar   

Working Conditions/Hazards   The incumbent shall adhere to all risks assessments and 
working practices as laid down by the School and also by extant H&S and food hygiene 
legislation 

Performance Measures 
The role is line managed by the Bursar who will set annual targets and conduct an 
appraisal. 

 


