TRELOAR TRUST 
JOB DESCRIPTION

POST:



Catering Manager


ACCOUNTABLE TO:

Finance & Resources Director
LOCATION:


Holybourne Campus


JOB PURPOSE:
To run the Holybourne campus, including project work, together with operational responsibility for on-site catering and transport services 
RESPONSIBILITIES:  
The Trust’s Holybourne campus includes a central kitchen, six dining rooms, a café and a shop to support 170 students during term time and up to 20 students and/or lets during the school holidays. All of the students at the School and College have complex support needs and for most this includes special dietary needs. For some this is allergens, for others this may be calorific intake, a pureed requirement or tube feeding. As such the need for an accurate and high quality provision is paramount as is the need to work in partnership with our in-house team of dieticians and nutritionists. 
The Catering Manager is responsible for all aspects of the in-house catering operation that provides meals, snacks and drinks for students, staff and visitors.

The Catering Manager currently has a team of approximately 30 including the following direct reports:

· Catering Administrator
· Head Chef

· Dining Room Supervisor
· Shop Co-ordinator
Catering
· Procure of suitable best value quality foodstuffs
· Liaise with experts in relation to specific dietary requirements, such as a nutritionist and Speech and Language Therapists, to ensure complex dietary requirements are met. 
· Create suitable menus for students in formats suitable for every student and working with the dieticians/speech and language 
· Ensure full understanding of the differing texture diets to ensure all service users receives well-presented, nutritionally balanced meals no matter what texture is required. Work with therapists to support the development of the end user where textures can be varied e.g. moving from soft to mashed, to semi solid

· Provide a catering service to year round residents, lettings outside of term time and, as required, to hospitality and other functions

· Ensure the catering staff remain skilled and trained to meet service user needs and requirements
· Provide high quality and attractive meals (including special dietary needs) for students, staff and visitors 
· Ensure that information regarding the catering offer is presented to students in a way that is accessible and promotes independent choice 
· Ensure that the dining rooms provide an attractive and appropriate environment for students dietary and social needs
· Run the Jowett Centre café in a commercially sustainable way with effective and auditable management systems to account for food sold and monies received,
· Regulatory –  ensure compliance in relation to food safety and hygiene most notably;
· workplace H&S; 
· Facilitate relevant aspects of CQC inspections and ensure catering meets all CQC requirements

· Facilitate Environmental Health inspections ensuring that the service maintains a 5 star/best possible food hygiene ratings

· liaise with EHO on complete compliance of the College across all catering outlets

· assist care staff with procedures and training to ensure that on-house catering activities are

              compliant  
· Ensure all parts of the operation are resourced with suitably qualified staff keeping agency staff costs to a minimum, whilst not exposing the Trust to excess risk 

· Adherence to budgets
· Canvass customer feedback records and act as appropriate
· Ensure effective systems and procedures are in place to manage stock complete stock reports on a monthly basis
· Organise and complete an independent audit on all aspects of the catering operation on an annual basis
· Minimise food, energy and utility wastage. Actively work to reduce the Trust’s carbon and environmental footprint by measures such as food sourcing, use of renewable materials etc.  
Financial Responsibilities

· Preparation and submission of budget bids in appropriate formats and with relevant background information including writing project specifications, justifications and capital proposals, to secure the necessary budgets
· Adhering to Trust policies and procedures with regard to the ordering of goods, materials, services; checking and authorising invoices 

· Creating a suitable replacement strategy for capital items  

· Managing all service contracts, tests and inspections relating to the campus; keeping the appropriate records; ensuring that all ordering, invoice procedures and payments are in accordance with Trust policies and the contract terms

· Contributing to the procurement process in relation to goods and services

Management of Staff
· Day to day supervision of the work of all members of the catering team including shift planning and the control of overtime 

· Contributing to the recruitment, training and development of staff in the department

· Carrying out staff appraisals in accordance with Trust policy 

· Contributing to the work of and co-operating with other Trust staff

Users & Performance
· Utilise and update key performance indicators to monitor delivery
· Initiate and implement, under own initiative, improvements to provision to achieve best value and higher standards including initiatives such as energy management
· Ensure that effective lines of communication exist with users and other departments
· Respond to user requests.
Other duties

· Contribute to the Trust’s sustainability goals
· Promote and adhere to the Health and Safety at Work policy and procedures, including HACCP and COSHH.
· Build and maintain positive relationships with SLT members, Therapists, Tutors, Residential Managers and Nurses to enable creativity and flexibility within all catering services to meet the needs of individuals with complex requirements and health related issues.
· To support the Trust in safeguarding and protecting the welfare of all students.
· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.
· To maintain and develop own professional knowledge and awareness.
· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.
· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.
· This job description will be reviewed and amended in the light of changing professional demands.

PERSON SPECIFICATION – HEAD of SERVICES
	MINIMUM 
	DESIRABLE 

	Qualifications
· Food safety level 4 (or willing to train to achieve and maintain this level) 

	· Advanced Food Hygiene Certificate

· Management qualification

	Skills and Knowledge 

· High level communication skills and effective influencing of others through clear and persuasive communication 

· Prepared to take ownership of tasks and work to deadlines

· Ability to work independently and on own initiative as well as part of a team

· Ability to inspire and motivate staff

· Ability to apply positive performance management with good outcomes.
	· High level computing skills and effective user application of common IT programmes 

· Knowledge of social care legislation


	Experience

· Experience of managing a large budget

· Experience of ordering and procurement

· Experience of providing specialist diets for individuals 
· Effective management and leadership of a large team
· Demonstrable commitment to achieving high levels of customer satisfaction

· 
	· Operating a catering service for people with complex dietary needs.

· Experience of working with/for people with physical and learning disabilities

	Personal Qualities

· A commitment to promoting and safeguarding the welfare of students

· Able to respond well to varied and changing workload & take personal responsibility for service delivery

· Sense of humour

· Positive outlook with excellent interpersonal skills

· Enthusiastic & self motivated with the ability to motivate others

· .

· Effective prioritisation and management of work load

· Service ethos
· Commitment to the values of Treloar’s notably; act with integrity and respect, be inclusive, strive for excellence
	

	Physical Requirements

· Able to cope with the physical demands of the role
	

	Treloar Trust is committed

 to safeguarding children, young people and vulnerable adults
All successful candidates will be subject to a Disclosure and Barring Service Check along with other relevant employment checks




BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST'S EQUAL OPPORTUNITIES POLICY

Treloar Trust

HR Office

Dec 2021

