
 
 Jo

b
 D

escrip
tio

n
 

T
itle 

S
chool C

he
f 

T
ier 7 front lin

e ro
le (G

rad
e 3 – S

C
P

 14 to
 18) 

D
ep

artm
en

t 
E

nvironm
ent &

 R
eso

urces
 

P
o

st R
ef 

 

Jo
b

 P
u

rp
o

se 
T

o be responsible for the supervision of the unit, including hygiene, training of staff and all day to day operations of the unit. 
 K

ey R
esp

o
n

sib
ilities 

 x 
E

ffective m
anagem

ent of the catering service, including all 
adm

inistrative w
ork e.g. placing orders, stock control, m

onitoring of 
food budgets and com

piling any necessary rotas to ensure the 
sm

ooth running of the kitchen. 
x 

R
econciliation and banking of cash as required by the service 

provision. 
x 

D
eveloping a positive relationship w

ith the H
ead T

eacher in order to 
ensure the needs of the school are m

et. 
x 

A
ttending m

eetings as required. 
x 

A
ssisting w

ith the recruitm
ent and selection of staff as required. 

x 
S

upervision of the unit, including ensuring regulations are m
et i.e. 

hygiene, health and safety, staff training (including m
andatory 

training). E
nsure the service operates in com

pliance w
ith all statutory 

legislation and corporate requirem
ents. 

x 
A

ssisting w
ith any extra catering required by the school (other than 

the school m
eal). 

K
ey A

cco
u

n
tab

ilities 
 x 

T
o be responsible for the preparation and cooking of the school m

eal 
(w

ith assistance from
 the kitchen staff), in line w

ith nutritional 
guidelines requirem

ents and budget param
eters. 

x 
T

o be responsible for the m
arketing and prom

otion of the school 
m

eal. 
x 

T
o ensure com

pliance w
ith D

B
S

 requirem
ents and safer w

orking 
practices for the onsite catering team

. 
x 

T
o have an understanding of, and com

m
itm

ent to, the C
ounty 

C
ouncil’s E

qual O
pportunities P

olicy. 
x 

In accordance w
ith the ‘Introduction of N

ew
 T

echnology A
greem

ent’, 
to w

ork w
ith com

puters, new
 technology and associated system

s as 
required and support the em

ployee(s) you m
anage in its use. 

x 
E

nsure com
pliance w

ith the D
ata P

rotection A
ct, F

reedom
 for 

Inform
ation A

ct and C
ounty C

ouncil’s IC
T

 code of practice. 
x 

T
his job description indicates the m

ain areas of activity for this post. 
F

rom
 tim

e to tim
e, how

ever, other tasks/duties m
ay be required but 

these w
ill fall w

ithin the general area of responsibility and grade of 
the post. A

ny changes of a perm
anent nature w

ill, follow
ing 

consultation w
ith the em

ployee, be included in the job description in 
specific term

s and re-issued to you. 
  

T
he

 pos
t holde

r w
ill pe

rform
 an

y duty or task
 tha

t is appropr
iate for the

 role de
sc

rib
ed. 

P
erso

n
 S

p
ecificatio

n
 

U
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E
d

u
catio

n
 an

d
 K

n
o

w
led

g
e 

 x 
B

asic F
ood H

ygiene certificate 
x 

Interm
ediate F

ood H
ygiene certificate 

x 
C

ity &
 G

uilds 706/1, 706/2 or appropriate N
V

Q
 

x 
N

um
erate 

x 
Literate 

x 
K

now
ledge of hygiene regulations, m

anagem
ent of health &

 safety 
and nutritional food standards. 

P
erso

n
al S

kills an
d

 G
en

eral C
o

m
p

eten
cies 

 x 
P

uts into practice the C
ouncil’s com

m
itm

ent to excellent custom
er 

care. 
x 

W
orks efficiently and effectively and actively looks for w

ays of 
im

proving services and outcom
es for custom

ers. 
x 

W
orks w

ell w
ith colleagues but also able to w

ork on their ow
n 

initiative. 
x 

S
hares the C

ouncil’s com
m

itm
ent to providing a safe environm

ent for 
custom

ers and staff and also treating all w
ith respect and 

consideration. 
E

xp
erien

ce 
 x 

P
roven ability in the supervision of staff, including staff training. 

x 
M

inim
um

 of 1 year’s sm
all scale catering experience. 

x 
E

xperience in adm
inistration and budgeting, including stock control 

and ordering. 
x 

A
bility to com

m
unicate effectively at all levels both orally and in 

w
riting. 

x 
W

illingness to undertake training. 
x 

F
riendly and helpful disposition. 

x 
A

bility to stay calm
 under pressure. 

x 
A

bility to lead and m
otivate staff. 

x 
G

ood cooking skills. 
x 

A
 high level of personal cleanliness. 

x 
S

trong com
m

itm
ent to the job. 

x 
W

illingness to handle m
oney. 

x 
F

lexible approach w
ith a w

illingness to w
ork outside norm

al hours 
w

hen required. 
R

o
le D

im
en

sio
n

s 
 x 

R
equisitioning (ordering) of goods to pre-determ

ined levels. 
x 

M
axim

ising incom
e levels and contribution to the C

atering &
 F

acilities M
anagem

ent group. 
x 

M
onitoring activities to ensure service standards are achieved and m

aintained. 
x 

B
e accountable for viable business perform

ance at site level – control of food and labour costs w
ithin pre-determ

ined budgets. 
x 

M
anaging direct reports (site catering team

) of betw
een 1 and 8 em

ployees depending on the num
ber of m

eals served. 
 U

pdated July 2012 


