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Function: Operations 

Position:   Catering Manager  

Job holder:  

Date (in job since):  

Immediate manager  
(N+1 Job title and name): 

Catering Lead 

Additional reporting line to: Operations Managers / Business Support Manager 

Position location: Various locations in AZ south 
 
 

1.  Purpose of the Job – State concisely the aim of the job.   

Provide relief cover and additional support across the sites as directed 
To produce and develop the food offer and services in the staff restaurants, cafe and hospitality – through commercial initiatives, 
innovation and team development.   
To ensure the prompt and efficient preparation and service in all food areas to the company’s standard and to the client’s 
satisfaction.   
To ensure that the catering budget is met and exceeded and that all company audits & documentation are attained to the required 
standard. 

 
 

 
 

2.  Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department. 

Revenue 
FY19: 

 

EBIT growth: tbc 

Growth 
type: 

n/a 

Outsourcing 
rate: 

n/a Region  Workforce n/a 
EBIT margin: tbc 

Net income growth: tbc Outsourcing 
growth rate: 

n/a HR in Region  n/a 
Cash conversion: tbc 

Characteristics  ▪ Add point 

3.  Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional 

boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated. 
 

 

 

 

 

 

Catering Lead

Relief Head 
chef

Chefs and 
Kitchen team

Job Description:  
Catering Manager  



 

4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) 

and/or the regulations, guidelines, practices that are to be adhered to. 

 

▪ Comply with Sodexo and statutory regulations relating to Safe Systems of Work, health & safety, hygiene, 
cleanliness, fire and COSHH. 

 
▪ To lead team in delivering a consistent level of service, within Sodexo's standards, to the contract specification and 

agreed performance, qualitative and financial targets. 
 

▪ Ensure clear communication between onsite Sodexo teams,  AZ Supply Partners, AZ FM, wider Sodexo and AZ 
customers 

 

5.  Main assignments – Indicate the main activities / duties to be conducted in the job. 

 

▪ To cover head chef responsibilities at various sites across the Cambridge campus, Luton and London sites as required 
 

▪ Assist on functions or busy periods at any of the sites as required 
 
▪ Ensure prompt preparation and presentation of all meals service at the required time, being provided to the standard laid 

down in the Service Level Agreement, food offer and to the Client's, Customer's and Sodexo’s satisfaction. 
 
▪ Implement, maintain and promote the current food offer, Drive and Twelve Pay to drive and any future innovations and 

systems 
 

▪ Ensure that all food is prepared with due care and attention, particularly in regard to customers’ dietary requirements, 
following Allergen management, PPDS and any other food guidelines and regulations 
 

▪ To maximise hospitality offer and organise any special function as required, some of which may occur outside of normal 
working hours. 

 
▪ To establish and maintain satisfactory relationships with individuals at all levels within the Company and the Client 

organisation.  
 

▪ Ensure that the Company's accountancy, documentation and administration procedures are carried out to the laid down 
standard and that eprophit is completed as per trading calendar. Achieve agreed Sodexo budgets to include 
profitability, debt management, purchasing disciplines and other specified financial targets 
 

▪ Maintain levels of stock and cash, if applicable to the agreed establishment targets and ensure accurate stock taking as 
required to complete weekly trading 
 

▪ Accountability of costs and expenditure keeping within the budgeted levels agreed between client and Sodexo.  Costs 
such as expenses and cash purchases as agreed with line manager, follow any client expense procedure getting the 
relevant authorisations prior to agreements. 

 

 
▪ Maintain the standards and integrity of the service offer and Service Level Agreement at all times. To carry out a daily 

service audit and perform activities detailed in the service offer manual under Key Performance Indicators to the 
frequency and level required.  

 
▪ Implement and maintain the Statutory and Company standards of hygiene, health and safety and take any action as is 

necessary.  
 

▪ Ensure all required risk assessments and due diligence documentation are implemented in regard to food hygiene and 
safe systems of work, as are required in order to pass any internal or regulatory audits 
 

▪ Take all necessary steps to ensure maximum security of the kitchens, stores, offices, safes and monies and any other 
areas under the Sodexo’s control. 

 
▪ If required to recruit, interview, control and discipline staff according to the needs of the unit and within the procedure laid 

down by the Company.  To maintain an accurate, up-to-date personnel record for all staff as laid down in the Human 
resources Manuals and Documents available on SodexoNet.  To keep records of any disciplinary issues and keep line 



 

 

 

 

 
 
 

manager and PeopleCentre informed of these. 
 
 

▪ To ensure all new staff are given a thorough induction into their job, the site and the Company. To monitor the 
performance of staff, carry out performance reviews and provide training and coaching as necessary and as per training 
matrix, and record on the appropriate documents. 
 

▪ Engage, motivate and reward our employees to ensure they are satisfied with their working relationships at all levels. 
 

▪ To have regular contact with line manager and to produce any reports as necessary 
 

▪ Attend any meetings and calls and ensure daily huddles and weekly team briefing meetings take place and recorded 
 

▪ To attend to and take all necessary action, statutory and otherwise in the event of accident, fire, loss, theft, lost property, 
damage, unfit food or other irregularities and complete the necessary return and/or reports. 
 

▪ Any other reasonable request from line manager or a member from the leadership team 
 

6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or 

activities. 

▪ Comply  with Sodexo and statutory regulations relating to safe systems of work, health & safety, hygiene, 
cleanliness, fire and COSHH and pass all audits, internally and externally 

 
▪ To pass all KPI target by delivering a consistent level of service, within Sodexo's standards, to the contract 

specification and agreed performance, qualitative and financial targets 
 

▪ Engaged and customer focused catering delivery  
 

▪ Highly motivated and engaged team focusing on Engagement, Talent and Succession Plans 

 

7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively 

▪ Food hygiene Certificate  
 
▪ Catering experience with chef qualifications or competency 

 
▪ Proven experience in managing and leading a kitchen and team 

 
▪ Demonstrable evidence of the required manager behaviors 

 
▪ Proven experience of successfully managing catering finance and delivering budgets 

 
▪ Experienced manager with proven experience of leading and developing motivated and engaged teams 

 
▪ Excellent communication and customer service skills 

 

8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires 

 



 

 

 

 Growth, Client & Customer Satisfaction / 
Quality of Services provided 

 Leadership & People Management 

 Rigorous management of results  Innovation and Change 

 Brand Notoriety  

 Commercial Awareness  

 Employee Engagement  

 Learning & Development  
 

9.  Management Approval – To be completed by document owner 

 

Version 2 Date  

Document Owner  
 

10.  Employee Approval – To be completed by employee 

 

Employee Name  Date  
 


