
 
 
 
 
 
 
 

Grade: Grade 4 Points 5 - 8  
 
Hours: 37 hours per week term time only plus two weeks as agreed with 

Catering Manager 
 
Job Purpose: To assist and deputise where necessary for the Catering Manager 
in discharging his/her responsibilities. Namely, to manage all aspects of 
Woodham Academy catering to ensure the provision of healthy, varied and 
nutritionally well-balanced school meals as required, and within an agreed 
budget. 
 
Responsible to: Catering Manager 
 
 
 
 
 

To assist the Catering Manager: 
 

 To ensure quality of food with an emphasis on locally produced fresh produce. 
 

 To ensure the smooth running of the school kitchen to meet the catering needs of 
students, staff and visitors. 

 
 To administer, organise and plan to ensure that the catering service meets current 

legislation – especially in the fields of health, safety and hygiene. 
 

 To support and develop/train the kitchen staff. 
 

 To line manage kitchen staff, breaktime and lunchtime supervisors. 
 

 To ensure the principle of ‘best value’ is applied when purchasing supplies and kitchen 
equipment. 

 
 To constantly seek, consult and implement improvements to the schools catering service. 

 
 To create, deliver and monitor a business plan and catering development plan. 

 
 To promote Woodham’s catering in the local community. 

 
 To respond to local, regional and national catering related projects. 

 
 To engage students in healthy eating initiatives. 

 
 To be aware of , and adhere to, current health & safety (including food handling and 

hygiene) legislation and approved codes of practice by all kitchen staff. 
 

 Plan and prepare menus in consultation with kitchen staff, students and other school 
staff. 

 
 Consult with suppliers to ensure quality control and maximum economy of fresh and dry 

provisions. 
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 Manage agreed catering service and to maximise sales for re-investment in school 

catering. 
 

 Consult professional organisations’ websites on regular basis. 
 

 Follow up on guidance provided as a result of audits and/or inspections. 
 

 Manage and ensure that all required maintenance work is reported and that all cleaning 
of the kitchen and its facilities is undertaken in accordance with legislative and 
environmental controls. 

 
 Maintain an awareness of, and adhere to, Government nutritional standards guidelines. 

 
 Carry out surveys/meet regularly with ‘customer base’ to determine their preferences. 

 
 Hold regular meetings with staff to share information/ideas. 

 
 Organise and oversee the preparation, cooking and servicing of meals for planned menus 

and other special functions (e.g. meetings and hospitality) as required. 
 

 Manage and allocate duties to kitchen staff and supervisors to ensure efficient catering 
service and supervision. 

 
 Provide for special dietary requirements (religious, health, cultural and as far as possible 

personal preferences) making full use of local and seasonal fruit and vegetables. 
 

 Place order for goods as required. 
 

 Carry out regular stock checks and maintain efficient stock control systems and provision 
levels. 

 

 Ensure quality of provision.  
 

 Review food purchasing and setting prices in consultation with Catering Manager and 
Business Manager. 
 

 Calculate sales on a daily basis and submit sale and purchasing information to Catering 
Manager and school finance staff regularly. 

 
 Manage safely and accurately the biometric system and the Trust e cashless programmes 

 
 To undertake such other duties which may reasonably be regarded as within the nature of 

the duties and responsibilities/grade of the post as defined, subject to the proviso that 
normally any changes of a permanent nature shall be incorporated into the job 
description in specific terms following consultation with the recognised trade unions. 

 
 

 
Woodham is committed to safeguarding and promoting the welfare of children 

and expects all staff to share this commitment. 
 

 
The post is subject to enhanced disclosure; the successful applicant will be subject to relevant 
vetting checks before an offer of appointment is made. 
 
 
 
Signed …………………………………………………    Date…………………… 
 
 

 


	

