JOB ID REFERENCE NO ID 279


WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	Cook in Charge - Primary

	DEPARTMENT
	Assets & Economic Development

	SERVICE/TEAM
	Catering

	REPORTS TO (JOB TITLE & JOB ID)
	Primary School Catering Manager

	GRADE 
	L04 SCP 10 -15

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management  Form)  - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist welsh speakers – internal employees and/or  service users
	Yes

	Is this a post in which contact with the public is its primary function (external)?
	Yes

	Is this a post providing a public service in a Welsh language community or will serve a welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	Yes

	VERSION CONTROL (INSERT DATE OF DEVELOPMENT)
	October 2014


SECTION 1: JOB PURPOSE
	To manage and develop the school meals catering service at a designated school in Wrexham.



SECTION 2: DIMENSIONS
	Management of a small team of between 1 to 15 people.



SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility



	1
	Manage the school meals catering operation.

	2
	Meet performance targets set for the service in terms of labour, food costs, stock control and service quality.

	3
	Skilled cooking duties connected with the full range of meals provided.

	4
	Menu planning, portion control and supervision of food service.  Monitor the production of food, ensuring consistent quality.

	5
	Operation of a computerised school meals administration system.

	6
	Ensure compliance with legislation and school/council policies and procedures.

	7
	Administration duties e.g. stock sheet, time sheets and various catering returns.

	8
	Supervision of other employees, including allocation of duties, work rotas, appraisals and training.

	9
	Supervision and control of hygiene, health & safety, including assistance with cleaning and washing up when necessary.

	10
	Manage the service within the allocated budget and monitor the financial position of the kitchen on a weekly basis, balancing and reconciling cash/income.

	11
	Promote the schools meals service to generate income.

	12
	Manage the tuck shop 

	13
	Transportation of meals to another site if required. 

	14
	Security of the kitchen and its surrounds.

	15
	Setting up and clearing down kitchen and dining room.

	16
	Liaise closely and regularly with the Headteacher on the catering service provision and other bodies as required e.g. School Governors and PTAs.


SECTION 4: CONTEXT STATEMENT

	The post works within the Catering section of the Assets & Economic Development department and provides a school meals catering operation.  The Cook in Charge is suitably qualified in Catering, holds a food hygiene qualification, and has proven skills and abilities in managing a catering operation, as well as an understanding of healthy cooking principles.


Standard Job Description Clauses for all posts: 

Job Evaluation:  This job description has been compiled to support the job evaluation process. The Council has adopted the GLPC Job Evaluation Scheme as from 2007.

Other Duties:  The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside the general scope of this grade of post will be with consent of the post holder. 

Review:  This is a description of the job as it is presently constituted.  It is the Council’s practice to periodically examine job descriptions and update them to ensure they accurately reflect the job required to be performed or to incorporate proposed changes.  The post holder will be consulted upon and all employees are expected to participate fully in such discussions.  It is the Council's aim to reach agreement on reasonable change, but if agreement is not possible, the Council reserves the right to insist on changes to the job description after consultation with the individual concerned. 
2 - Standard Job Description Clauses for all Management posts: 

Equal Opportunities:  The post holder is required to carry out the duties in accordance with the Council’s Equal Opportunities Policies and to recruit, induct and manage employees within the parameters of Equality Policy & Statement, Strategic Equality Plan ensuring all employees are trained appropriately.

Health and Safety:  The post holder is required to carry out duties in accordance with the Council’s Health and Safety policies and procedures and to lead and manage health and safety effectively across service area in accordance with all Health and safety Policies, the Health and Safety strategic Plan, Departmental needs, and ensuring all employees are trained appropriately.  
Training:  The post holder is required to carry out duties in accordance with the Council’s Training and Appraisal policies and procedures and to ensure all employees receive adequate training, development and appraisals, in order to achieve a highly motivated and efficient workforce.
Council Policies:  The post holder is required to carry out duties in accordance with the Council’s policies and procedures, in particular data protection, confidentiality, ICT, code of conduct, employee handbook and customer care.  Further information / advice is available from Human Resources and copies of these documents can also be found on the Intranet. Also to ensure all employees receive information and are trained in all key policies appropriate to their role and Department.

Safeguarding: All employees working with children and or vulnerable adults have a responsibility to promote the welfare of children and vulnerable adults during the course of their work.
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PERSON SPECIFICATION
	Job Title
	Cook in Charge - Primary

	Job Evaluation ID
	279

	Grade
	L04 Spinal Column Point 10 - 15


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	City & Guilds 706 ½, or 
NVQ in Food Prep/Cooking 1 / 2
	Y
	
	C/F/I

	Training/Specialist Knowledge
	
	
	

	Intermediate Food Hygiene
	Y
	
	C/F/I

	Health & Safety
	Y
	
	F/I

	Manual Handling
	Y
	
	F/I

	Nutrition/Menu Planning
	
	Y
	F/I

	Customer Care
	
	Y
	F/I

	Experience in School Meals
	Y
	
	F/I

	Site Management Experience
	Y
	
	F/I

	HACCP
	Y
	
	F/I

	Emergency Aid
	Y
	
	F/I

	Ability to work to targets for food and labour costs
	Y
	
	F/I

	Awareness of relevant legislation
	
	Y
	F/I

	Basic IT Skills
	Y
	
	F/I

	Numeracy and literacy skills
	Y
	
	F/I

	Practical/Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	Y
	
	C/F/I

	Problem solving ability
	Y
	
	I

	Ability to motivate self and others
	Y
	
	I

	Ability to promote school meals service
	
	Y
	I

	Personal Attributes
	
	
	

	Professional, hygienic appearance
	Y
	
	I

	Good interpersonal skills
	Y
	
	I

	Well organised in working practices
	Y
	
	I

	Creativity and flair
	
	Y
	I

	Adaptability, eg. work at other sites or outside school hours
	Y
	
	I

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	Y
	
	F/I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	(
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	(
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:  

F – Job Application Form



C – Certificate of Qualification  

I – Interview




T – Test
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