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JOB DESCRIPTION 

CHEF MANAGER 

 

Responsible for: All Catering team members. The Chef Manager is responsible for 

successfully managing the delivery of the highest possible standard of food to pupils, staff, 

parents and visitors, within defined budgetary targets and in a professional manner. This will 

primarily be achieved by developing the Catering Team and ensuring that all new 

innovations introduced are to the benefit of the health and well-being of the pupils, by 

promoting a healthy, well balanced lifestyle. Primarily catering for the pupils through their 

most influential years up to adulthood extra attention is required to ensure a healthy, 

balanced and informed food offer is provided. 

Consulting with: All staff  

Reporting to: The Bursar 

Duties and Responsibilities: 

Catering 

 To be a hands on active chef, cooking for service when on shift at least three days a 

week, depending on the rota. 

 To test recipes in relation to allergens and dietary needs. 

 To seek out new products and recipes to ensure the food offer keeps up with trends and 

nutritional requirements suitable for the age of pupils being served. 

 Manage an effective communication strategy between the catering areas and School 

departments. 

 To liaise effectively with all the Supervisors and Chefs in the catering areas to establish 

good communication, share best practice and ensure the department delivers the 

required level of service at all times. 

 To ensure effective use of all resources amongst the Supervisors and Chefs, enabling the 

smooth running of the catering operation. 

 To carry out culinary training across the department and to develop the Catering Team 

accordingly, ensuring interesting and creative food is delivered, using an appropriate 

balance of fresh and prepared from scratch foods. 

 To compile a library of dish specifications and costings using, where possible, the best 

practice examples from individuals within the team. 

 To design all the menus across the schools age range, ensuring they change on a 

seasonal basis and reflect dietary requirements and allergens. 
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 To establish systems and procedures in all areas to monitor, maintain and improve upon 

the standards of the product and service.  

 To ensure that all kitchen and ancillary areas are kept spotlessly clean using appropriate 

cleaning schedules. When required assist in making recommendations for the 

maintenance, repair or replacement of large equipment in each outlet. 

 To take an active hands-on role for hospitality events where the highest food quality and 

service is required. 

 To actively seek out and act on feedback from customers (for example, pupils, senior 

management, matrons, parents) where financially and operationally possible, to ensure 

a high quality of service is provided at all times, in a friendly and efficient manner. 

 

Finance 

 To be responsible for producing the budget for Catering including pre-costing the 

provision of food and hospitality. 

 To ensure that the Catering Department operates at maximum efficiency within 

budgetary targets to deliver the required level of service at all times. 

 Working with the Bursary, monitor financial performance on a frequency and in a format 

agreed with the Bursar.  Any overspends to be either justified or an action plan produced 

which rectifies the overspend in the following reporting period. 

 To ensure evidence of catering financial best practice is in place such as recipe/dish 

costings, cost per head calculations, wastage monitoring, minimum monthly stock-takes.  

 To assist the management of the catering staff allocation ensuring that an effective 

record system is in place.  Produce the working rota cover, a minimum of one half term 

in advance for core service periods, effectively ensuring that all areas are fully covered 

and that the labour force are used to best effect both operationally and financially. 

 To monitor spend against the budget on a monthly basis when required. 

 To compile and update the asset register. 

 

Communication     

 To ensure and be a part of an effective communication strategy across the Catering 

Department   

 To actively assist the School to communicate catering related information to pupils and 

parents as required. 

 To work towards and develop a Catering web site on the School intranet and update 

daily with menus, ideas, initiatives and catering information as necessary. 

 To hold pre-service briefings and present new ideas to the Senior Management Team 

prior to launch. 

 

Legislative 

 To ensure staff are instructed and trained in the correct and safe operation of all kitchen 

equipment and chemicals. 
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 To supervise staff and ensure formal training is completed in relation to HACCP, Food 

safety, Health and Safety and Allergen legislation. 

 To check record keeping is being completed (to include volume produced/pupils 

fed/temperature controls/waste). 

 

Staff Management 

 To oversee the team operating in all of the School areas. 

 To be an active part of the Department’s recruitment team including first interviews for 

all roles. Attend trade tests and second interviews as required. 

 As part of the induction process, to provide initial induction support into any catering 

area for new staff. 

 Produce a one month development plan which trains new members of the Catering 

Department up to the required General Assistant or Chef standard prior to completion 

of the probationary period. This training program must be updated regularly to fit in 

with changes and other developments at School. 

 To supervise the team to ensure all staff related issues are being handled appropriately, 

including induction, training, performance management, grievances and ongoing 

mentoring for all aspects of fulfilling a catering role. 

 To be the primary point of contact for the team and to be responsible for all matters 

relating to the welfare, motivation, achievement of best practice and development of 

this team. 

 To conduct periodic appraisals for the team, identifying areas for improvement, setting 

new targets and formulating Training Plans to improve skills etc.  

 Produce a comprehensive succession plan so developing the on-site catering team and 

encouraging promotion from within. 

 

Purchasing 

 To ensure all stock levels are at a minimum, stock is rotated and stored properly and 

legally, order sheets are completed daily and regular monthly stock sheets are 

completed and costed to calculate consumption.  

 To procure sundries, disposables, fresh foods and dry goods in line with current supplier 

agreements. 

 To monitor all suppliers to include quality audits and delivery service. 

 To be the first point of call for the EHO, all necessary trades people and to liaise with 

contractors. 

 

Administration 

 To check and update risk assessments, if required, at the end of each term. 

 To authorise timesheets or overtime book appropriately before passing on to the 

Bursary. 

 To prepare and submit all reports as required by the Head/Bursar.  
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 To prepare and submit all reports as required by the Bursar to include services supplied, 

costings, functions, stock ordering, staffing, repairs and any other relevant information 

(monthly or weekly, as required). 

 

Generic 

 Attend all statutory training that is required to work within a School. 

 Take part in the school appraisal system. 

 Be sympathetic to the school’s aims and ethos. 

 Be aware of and comply with, policies and procedures relating to child protection, health 

and safety, security and confidentiality, reporting all concerns to an appropriate person. 

 All staff are to read the latest edition of Keeping Children Safe in Education September 

2018 (KCSIE) and sign the list in the office to confirm this has been read and understood. 

 Whilst every effort has been made to explain the main duties and responsibilities of the 

post, each individual task undertaken may not be identified. 

 Staff will be expected to comply with any reasonable request from the Head to 

undertake work that is not specified in this job description.  

 Staff are expected to be courteous to colleagues and provide a welcoming environment 

to visitors and telephone callers. 

 This job description is current at the date shown, but, in consultation with you, may be 

changed by the Head to reflect or anticipate changes in the job commensurate with the 

grade and job title. 

 

The duties and responsibilities of this post may vary from time to time and post holders may 

be expected to undertake other duties of a similar level/nature which is considered 

appropriate to the level of the post. 

Safeguarding 

Westbourne House is committed to safeguarding and promoting the welfare of children and 

applicants must be willing to undergo child protection screening appropriate to the posts, 

including checks with past employers and the Disclosure & Barring Service.  

 

 


