Community and Environmental Services

Facilities Management Division

PERSON SPECIFICATION

COOK MANAGER Grade 4
QUALIFICATIONS

Essential:-
Basic Food Hygiene Certificate

Nationally recognised qualification e.g. City and Guilds 706/1, City and Guilds 706/2

EXPERIENCE

Essential:-
2 years experience of working in a kitchen

Desirable:-
Experience of preparation and cooking of main meals, vegetables 
and desserts


Experience of completing paperwork


Experience of running a catering unit

SKILLS, KNOWLEDGE & APTITUDE

Essential:-
Manual skills associated with food preparation and cooking


Basic numeracy and literacy skills

Desirable:-
None

MOTIVATION

Essential:-
Flexible approach to work times which may occasionally, be 



subject to variation


Flexible approach to nature of duties performed

Desirable:-
None

OTHER

Essential:-
None

Desirable:-
Driving licence

               

Access to motor vehicle for your own use

NORTHUMBERLAND COUNTY COUNCIL

FACILITIES MANAGEMENT DIVISION
JOB DESCRIPTION

SECTION:

FACILITIES MANAGEMENT DIVISION

JOB DESIGNATION:
COOK MANAGER, GRADE 4
RESPONSIBLE TO:
PARTNERSHIP MANAGER
JOB PURPOSE:

To provide a two course midday meal, in accordance with a 
centrally determined menu.

MAIN DUTIES - Daily

1. Preparation, cooking and service of a choice two course midday meal.

2. Possible adaptation of the set menu, as required to meet the needs of children on medically prescribed diets.

3. In a limited number of schools, where meals are prepared and supplied to other schools, packing and checking of meals ready for transportation.  This also applies if a "Meals for the Elderly" scheme is in operation.
4. Reconciliation of cash takings either via a till or cashless system and completion of appropriate records in accordance with financial and audit regulations
5. Service of the meal.

6. Preparation of food stuffs for the following day.

7. Checking and recording all food and other goods received, and where necessary, reporting any discrepancy or quality defect.

8. General supervision of kitchen premises and staff, to ensure that safe and hygienic practices are undertaken and maintained.

9. Induction training of new staff.

10. Instruction in craft skills to existing staff.

11. Management of staff hours to keep within a staffing budget.

12. Liaison, as required, with the Headteacher, or other delegated staff and on occasions with parents and other visitors to the Unit.

WEEKLY/MONTHLY/OCCASIONAL DUTIES
1.
Supervision and assistance of thorough cleaning of the kitchen premises, equipment and dining furniture prior to each term.

2.
Checking of all light kitchen equipment and dining furniture - annual stocktaking.

3.
Catering for school functions or other authority functions as required.

4.
Ordering of food.

5.
Completion of appropriate records regarding the receipt of food, checking accounts and forwarding necessary forms to HQ - weekly.

6.
Stocktaking and completion of necessary documentation and forwarding to HQ - monthly and at the end of the financial year.

7.
Recording of staff additional hours and forwarding to HQ - monthly.

8.
Completion of temporary staff records and forwarding to HQ - weekly.

9.
Planning staff rotas and allocation of duties, as required.

10.
Arranging replacement staff for absentees, as required.

11.
Attending interviews for new staff, as required.

12.
Requisitioning of light kitchen equipment and cleaning materials, annually and biannually respectively, and maintaining appropriate records.

13.
Requisitioning of cleaning materials and maintaining the appropriate records.

14.
Reporting and defects regarding premises or equipment, as required.

15.
Undertake any other relevant tasks as required from time to time.

