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Job Description

Wellesley Haddon Dene School is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.

	
Post title

Remuneration

Hours of work

Responsible to

	
Kitchen Supervisor

Based on experience 

Monday to Friday, 10:00am–3:00pm, with flexibility, All Year Round 

Kitchen Manager 

	
Job Purpose
	To oversee the day-to-day operation of the school kitchen and ensure the efficient delivery of a high-quality catering service for pupils, staff, visitors and the School’s Mini-Stay provision.
The Catering Supervisor will take responsibility for the effective organisation of the kitchen, supervising and supporting the catering team and ensuring consistently high standards of food preparation, service, cleanliness, hygiene and food safety.
The postholder will also manage stock and ordering processes and work flexibly to support Mini-Stays, school events, functions and the wider operational requirements of Wellesley Haddon Dene.

	
Main Responsibilities:


	· Oversee the effective day-to-day operation of the school kitchen and catering service.
· Supervise, support and coordinate the work of the catering team, ensuring duties are allocated effectively and appropriate standards are maintained.
· Support the Kitchen Manager with the preparation, cooking and presentation of meals, snacks and refreshments as required.
· Assist with the efficient delivery of the School’s day-to-day catering service and catering requirements associated with Mini-Stay provision.
· Prepare ingredients and food items in accordance with instructions, menus and appropriate food hygiene standards.
· Assist with the serving of meals to pupils, staff, visitors and other users of the catering service in a friendly and professional manner.
· Support appropriate portion control and presentation to ensure meals are served consistently and to a high standard.
· Assist with receiving, checking, storing and rotating food supplies and ingredients appropriately.
· Follow appropriate stock rotation procedures and promptly report shortages, damaged goods or concerns to the Kitchen Manager.
· Maintain high standards of cleanliness and hygiene throughout kitchen, food preparation, serving and storage areas.
· Undertake washing-up and cleaning of kitchen equipment, utensils, work surfaces and catering areas as required.
· Ensure waste is disposed of safely and appropriately, supporting recycling arrangements wherever practicable.
· Follow the School’s food safety management procedures and all relevant instructions relating to safe food preparation, storage and service.
· Follow appropriate procedures relating to food allergens and dietary requirements and immediately raise any concerns or uncertainties with the Kitchen Manager.
· Use kitchen equipment safely and appropriately and report defects, damage or potential hazards promptly.
· Assist with catering requirements for school events, functions and activities where required.
· Work flexibly to support changes in catering requirements arising from school events, Mini-Stay provision, staff absence or operational needs.
· Work collaboratively with colleagues and contribute positively to the effectiveness of the catering team.
· Maintain a professional, courteous and helpful approach when interacting with pupils, colleagues, parents, visitors and other members of the School community.
· Undertake appropriate training and development relevant to the role.

Food Safety, Hygiene and Health & Safety

· Maintain excellent standards of personal hygiene and comply with all food hygiene requirements.
· Follow food safety procedures relating to preparation, cooking, storage, temperature control, cross-contamination and service, as applicable to the duties undertaken.
· Follow the School’s procedures relating to allergens and special dietary requirements.
· Ensure food and catering supplies are stored appropriately and safely.
· Maintain kitchen and catering areas to the required standards of cleanliness and hygiene.
· Follow safe working practices when using kitchen equipment, cleaning materials and other substances.
· Comply with School policies and legal requirements relating to Health & Safety, fire safety, accident reporting and safe working practices.
· Report accidents, hazards, equipment defects, food safety concerns or other risks promptly to the Kitchen Manager or appropriate manager.

Safeguarding and Professional Responsibilities

· Understand that safeguarding and promoting the welfare of children is the responsibility of everyone working within the School.
· Follow the School’s safeguarding and child protection policies and procedures at all times.
· Remain vigilant to safeguarding concerns and report any concerns immediately through the School’s established procedures.
· Maintain appropriate professional boundaries when working around children and young people.
· Treat information relating to pupils, families, colleagues and the School confidentially and appropriately.
· Demonstrate conduct consistent with the School’s values and expectations.
· Participate in safeguarding, food safety, Health & Safety and other mandatory training as required.
· Work positively and professionally as part of the wider School community.
· Undertake any other reasonable duties appropriate to the nature and level of the role as requested by the Kitchen Manager, Headteacher or another appropriate member of the Senior Leadership Team.


	
Person Specification	

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of 
assessment

	Qualifications & Training
	Willingness to undertake relevant food hygiene, safeguarding and Health & Safety training. 
Commitment to ongoing training and professional development.
	Level 2 Food Safety/Food Hygiene qualification or equivalent. 

Relevant catering or hospitality qualification. 

First Aid qualification. 
	Application Form;

 Certificates; 

Interview 

	Experience
	Previous experience of working within a kitchen, catering or food-service environment. 
Experience of working effectively as part of a team. 
	Previous supervisory or team-leading experience within a catering environment.
Experience working within a school, education, childcare or similar setting.
Experience of catering for children and young people.
Experience supporting catering for events, functions or residential/short-stay provision.
Experience of stock control and ordering.
	Application Form; 

Interview; 

Professional References 

	Food Safety & Hygiene Knowledge
	An understanding of the importance of maintaining high standards of food hygiene and cleanliness. 
Awareness of the need to follow food safety procedures and instructions carefully. 
	Knowledge of food safety procedures, stock rotation and safe food storage. 
Awareness of food allergens, dietary requirements and cross-contamination controls.
	
Contents of the Application Form

Interview

Professional references

	Skills
	Ability to work effectively as part of a team and independently when required. 
Good organisational and time-management skills. 
Ability to follow instructions and established procedures accurately. 
Good interpersonal and communication skills. 
Ability to work efficiently while maintaining high standards. 
Ability to adapt to changing priorities and catering requirements.
	Food preparation and presentation skills. 

Experience using commercial kitchen equipment. 
Ability to support catering for school events, functions or 
Mini-Stay provision.
	Application Form; 

Interview; 

Professional References

	Personal Competencies & Qualities
	Reliable, punctual and conscientious. 
Friendly, approachable and professional. 
Positive and enthusiastic approach to work. 
Flexible and willing to support the needs of the School. 
Commitment to maintaining excellent standards of hygiene and cleanliness. 
Ability to remain calm and organised during busy service periods. 
Willingness to learn and undertake relevant training. 
Ability to work appropriately and professionally around children and young people.
	An interest in contributing positively to the wider life and community of the School.
	Application Form; Interview; 

Professional References



Additional Information
The duties outlined above are intended to provide an indication of the principal responsibilities of the post. They are not intended to be an exhaustive list. The postholder may be required to undertake other reasonable duties that are consistent with the nature and level of the role and the operational requirements of Wellesley Haddon Dene School.
The successful candidate will be required to undertake the School’s appropriate safer recruitment and pre-employment checks in accordance with the requirements applicable to the role.
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