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	For HRU use only
	Ref:


	Directorate
	CYPL

	Section/Location
	Employment and Skills 

	Post Title
	Cook Supervisor

	Permanent/Temp
	Temporary: One year fixed term for 25 hours pw

	Grade
	6 (Spinal Column Points 21 – 24); £19,317 – £21,067 pro rata

	Responsible to
	Programme Manager 

	Responsible for
	Learners, volunteers and catering assistants working in the café

	Job Purpose

	Responsible for the management of the YMCA kitchen and catering facility: including banking and administration tasks.


	Job Content

	Food Preparation and Service

1. To oversee food preparation, cooking and finishing and ensure compliance with council policy, procedures, standards, relevant legislation and budget controls.

2. With help from learners, clean, prepare, cook and finish foods for dishes in line with council policy, procedures and standards and relevant legislation.

3. Produce meals to meet customer requirements within deadlines.
4. To ensure food served is of a high standard and reflects the professionalism in its presentation.

5. To ensure that seasonal foods are used when menu planning
6. To ensure recipes are followed and portion controls are adhered to.

7. To ensure that you and learners minimise kitchen waste and record using the documentation provided.

8. To monitor the production of food, ensuring consistent quality.

9. To assist with food service ensuring all customers are served as quickly and efficiently as possible.
10. To use equipment in accordance with the manufactures guidelines  

Management and Development of Staff
11. To supervise all staff, learners and volunteers working in the kitchen.

12. To assist learners in the development of their skills and knowledge
13. To manage learners and maintain good working relationships with them.

14. Induction to the kitchen on process, procedures and practices

15. Training of new staff, learners and volunteers
16. Liaise with hospitality tutor on progress of learners 

17. To provide witness testimonies and observations for learners.

Compliance with Procedures

18. To ensure compliance with legislation and council policies and procedures. (RIDDOR, COSHH, Safer Food Better Business, hygiene, health & safety, HACCP, Financial Standing Orders etc.)

19. Ensure hospitality requests follow Catering Services guidelines.
Financial Management

20. To maintain and manage food orders to minimise waste.

21. Ensure kitchen receiver has a till roll in before start of service.

22. Check and record all goods received in line with SFBB.

23. To carry out monthly stock taking. 
24. To manage work placements, food, costs and achieve targets.

25. To complete all relevant bookwork accurately and on time.

Personal Development

26. To undertake personal development as required.

27. To attend training courses and meetings as required (these may be out of hours).
Customer Relations and Service Development

28. Liaise with Employment and Skills manager, YMCA centre manager, Employment and Skills  tutor and the YMCA’s delegated staff, ensuring best customer service.

29. To support central marketing initiatives and promote themed activities and events.


	Performance Standards

	· The need to adhere to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct.
· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information.
· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council.


	Working Conditions

	Working in YMCA kitchen.



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Demonstrate a sound catering background 


	
	Application form & Interview

	Qualifications and Training
	Food Hygiene certificate

Level 2 in Food Processing & Cooking or equivalent 


	Level 3 in Hospitality Supervision

Level 3 in Food Safety 

ECDL or similar level 2 IT qualifications


	Application form, certificates at Interview

	Experience
	Supervisory experience


	Experience in setting and achieving goals


	Interview

	Special Requirements
	Excellent communicator, positive attitude

Ability to work calmly under pressure

Ability to deal with sensitive customers and staff

Ability to work under own initiative and as part of a team

Must be able to work occasional evenings as required


	Experience supervising food production in a kitchen with adults who have a variety of learning differences


	Interview & Application form
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