
April 2008 
 
 
Dear Applicant 
 
Re:  Catering Manager Vacancy 
 
Thank you for your interest in the above vacancy.  We hope that after reading the information 
about our school and this post, you will decide to apply using the forms which are available on this 
site.  We have included, for your information, the job description and person specification.  If you 
would like to see our School prospectus it is available to view on this website. 
 
We are looking for an experienced Kitchen Manager to run our busy kitchen, which serves both 
this School and Westcliff High School for Boys.  The position involves the usual variety of tasks 
associated with kitchen management and we require the successful candidate to have proven 
experience in running a busy kitchen, including financial budgeting, management of staff, 
management and awareness of Health and Safety issues as well as the usual catering 
responsibilities of menu planning, food ordering etc. 
 
The hours for this position are 37 per week, 7.00 am to 3.30 pm Monday to Thursday, 7.00 am to 
3.00 pm Friday, during school term times including five non-pupil days, and one further week 
during school holidays as required (total 40 weeks per year).  Pay for 4.8 weeks annual leave will 
also be given.   
 
The starting salary for this position will be Band 4 (m) Point 28 of the Local Government Pay 
Scales (fulltime equivalent £22,844, actual pay £19,628 gross per annum).   
 

         Westcliff High School for Girls is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment.  The successful 
candidate will be required to undertake an enhanced Disclosure via the CRB which meets the 
requirements of the school. 
 
We look forward to receiving your application.  If you have not been invited to interview within four 
weeks of the closing date, please assume that your application has been unsuccessful. 
 
Yours sincerely 
 
 
 
 
Dr Paul Hayman 
Headteacher 
 
 
Encs: Job Description 
            Person Specification  
 Application form 
 Recruitment monitoring form 

Equal opportunities statement 
Employment of Ex-Offenders statement 
Child Protection policy 


	Re:  Catering Manager Vacancy




Catering Manager APT&C  
 
Part time: 37 hours per week, 40 weeks per year. 
 
Job Description 
 
Responsible to: The School Business Manager 
 
Responsible for: All School catering staff. 
 
Job Purpose 
 
Responsible for the operational efficiency, planning, preparation and presentation of 
food and beverages to the required standard within the budget limitations as agreed 
with the School management for both this School and Westcliff High School for Boys 
(“the Boys’ School”).  Maintenance of the highest standards of personnel 
management, hygiene and health and safety. 
 
 
Main Duties and Responsibilities: 
 
Budgeting 
 
1. To manage the Dining Hall of the two Westcliff Schools having regard both to the 


quality of provision and to Dining Hall profitability. 
2. To ensure that all catering activities are carried out in line with the pre-agreed 


school budget, for both Schools. 
3. To report to both Headteachers on the financial position of the kitchen. 
4. Responsible for overseeing the collection and recording of cash, balancing the 


takings for both Schools. 
5. Monitoring and negotiating charges from suppliers, including researching and 


identifying new suppliers as required.  
6. Identifying and recommending improvements and cost savings to the benefit of 


both Schools. 
7. To manage staffing costs (adjusting within year where possible) in order to 


ensure both service and profitability. 
8. Dealing with all financial queries, whether from pupils/customers from both 


Schools, or from suppliers. 
 
 
Catering 
 
1. Responsible for the preparation and presentation of all food to the required 


school standards, and with due regard to current concerns over Healthy 
Eating, for both schools. 


2. To ensure that methods of preparation and presentation comply with current 
recognised catering standards and that there is an awareness of fat, sugar 
and carbohydrate content. 


3. To order raw material supplies, check deliveries and ensure all raw and 
cooked food is stored correctly. 


4. To ensure all cooking staff carry out the preparation and cooking of meals to 
the recipe specifications and nutritional guidelines. 


5. To ensure all staff adhere to the portion standard yields as stated within the 
recipe specification. 







6. To be responsible for monitoring of menu planning and ordering. 
7. To ensure the prompt service of all meals, breaks and functions provided, as 


required by the Headteachers. 
8. To implement local promotions / theme days. 
9. To ensure that any comments regarding the catering operation (positive or 


otherwise) are noted and acted upon appropriately. 
10. To manage daily catering to diminish waste. 
11. To plan, implement and review a cycle of menus to be revised at regular 


intervals as instructed by the Headteachers. 
12. To adjust the menu to eliminate unpopular or costly items. 
13. To purchase all supplies through agreed suppliers and advise Headteacher of 


any unsolved difficulties with suppliers. 
14. To organise special functions and dinners outside normal working hours and 


to build, within the Kitchen staff, the capacity to service such functions. 
 
Communication: 
 
1. To maintain regular contact with the Headteachers of both Westcliff Schools. 
2. To actively monitor customer satisfaction with food provided on a weekly 


basis. 
3. To hold regular team meetings/briefings with all catering staff. 
 
Team Leadership 
 
1. To recruit, lead and induct all new members of the catering staff. 
2. To monitor staff performance, providing training and development as 


necessary. 
3. To be involved in the discipline of catering staff in accordance with the School 


Procedures. 
4. To provide HR with monthly timesheets for the catering staff and to ensure 


the integrity of such sheets. 
 
Health and Safety 
 
1. To report all accidents and unfit foods. 
2. To ensure that all aspects of health and safety legislation are complied with, 


so far as the catering service is concerned. 
3. To ensure that the cleaning schedule is complied with and carry out cleaning 


if required. 
4. To ensure all catering staff hold Health & Hygiene Certificate Level 1. 
 
General 
 
1. To maintain the booking of the Private Dining room for both Schools, 


providing refreshments, lunches etc as requested. 
2. To take all necessary steps to ensure maximum security of kitchen supplies, 


equipment and any monies. 
3. To participate in any review of your own training and development needs and 


attend any activities that are identified for you. 
4. Appropriate promotion and marketing of the catering service. 
5. Such other duties related to School catering as may be necessary from time 


to time within the reasonable requirements of the Headteacher and Governing 
Body of each School. 


6. To maintain all the Kitchen Equipment in working order. 







 
This job description does not form part of the contract of employment.  It describes 
the way the postholder is expected and required to perform and complete the 
particular duties as set out above.  It is not necessarily a comprehensive definition of 
the post.  
 
The duties and this job description will be reviewed at frequent intervals and may 
vary to meet the changing demands of the school at the reasonable discretion of the 
Headteacher at any time.  


April 2008







Catering Manager APT&C  
 
Part time: 37 hours per week, 40 weeks per year. 
 
Person Specification 
 
Experience: A minimum of five years experience working in a catering 


environment. 
 
 Experience of providing between five and seven hundred 


meals per day. 
 
 Previous experience of managing a catering team in a school 
 
Qualifications: Basic Health & Hygiene Certificate Level 2. 
 
 City & Guilds Level 3 in Catering 
 
Knowledge and  
Skills: Knowledge and experience in dealing with suppliers. 
 
 Knowledge of stock control. 
 
 Knowledge of menu planning, budgeting, cost control and 


pricing. 
 
 Knowledge of cash control including banking procedures, till 


floats and security of cash. 
 
 Knowledge of the management of staffing levels and tight 


control of flexible working hours. 
 
 A general business awareness and the implications of 


decisions on the profitability of the canteen. 
 
Aptitudes: To have a patient and tolerant, customer focused attitude. 


 
To be willing to attend training and development activities. 
 
The ability to develop effective working relationships with staff 
and management at Westcliff High School for Girls and 
Westcliff High School for Boys. 
 
An ability to communicate with all levels of staff and 
management at Westcliff High School for Girls and Westcliff 
High School for Boys. 
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