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Job Description
Job Title:

Catering Supervisor


Responsible To:
Deputy Manager
Job Purpose:
To supervise all kitchens, café, bar and restaurant staff to ensure a quality, safe and profitable service is provided to all users of the pavilion bar and restaurant at Llandarcy Academy of Sport.
Principal Responsibilities:
1. Preparation of food and beverages for all users;

2. Cooking and serving meals in line with portion control;

3. General kitchen, Café and dining room duties.  To include the cleaning of the kitchen/dining room its surrounds and equipment;

4. To ensure the maintenance of a clean work area by ensuring regular cleaning of all equipment, store rooms and ancillary areas;

5. Supervision of all Catering staff to ensure a quality and safe service is provided to all customers;

6. Complete Catering staff rotas and ensure necessary level of staff cover when required;

7. Deal with staff disciplinary matters in line with company policy;

8. Ensure opening times take into consideration facility user usage, to ensure the greatest financial return at all times;

9. Ordering of stock from nominated suppliers in the quantities as required;

10. Stocktaking of all food and beverages, and provide detail to management on request;

11. Correct operation of cash tills as per instructions, preparation of daily cash reconciliation and safe keeping of cash (When Applicable);

12. Preparation of weekly menus, ensuring a varied selection including healthy options for all users;

13. The post holder must ensure their hygiene is suitable for food preparation and presentation at all times.  An illness, which might cause concern, must be reported to the Duty Manager or Senior Manager in their absence;

14. The post holder will be expected at all times to present a friendly welcoming image to clientele with customer care being foremost;

15. Post holders will be required to wear a staff uniform at all times and to present himself/herself in a clean and tidy manner;

16. To demonstrate a positive public image by maintaining a high standard of personal appearance;

17. To provide a first aid service when required to members of the public (where applicable);

18. Ensure compliance with the Health & Safety at work Act in respect of the post holder;

19. To undertake regular staff training as required;

20. To liaise with the Deputy Manager to provide a variety of promotions within the facility to improve and develop the business;

21. To liaise with the Deputy Manager in relation to Marketing and Promotion of the Pavilion;

22. To ensure that personal training requirements for Food Hygiene and Health & Safety are updated in line with Company policy; and
23. To maintain Health and Safety requirements and comply with the Food Safety Act 1990 and HACCP;

24. To carry out all administrative duties in line with company policies and procedures;

25. To carry out such other duties which may reasonably be expected of the post holder and which are commensurate with the salary grade within his/her capabilities;
Company Responsibilities:
1. To actively promote the diversity agenda within the Company;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all Company quality systems;

4. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
5. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
6. To adhere to all Company policies and procedures;

7. To undertake professional development as required; and

8. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager which may lead to revisions in light of the operational requirements of the Company.
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