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Executive Head Chef







	Function:
	Independents by Sodexo   

	Position:  
	Executive Head Chef 

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Beverley Speirs – Contract Manager

	Additional reporting line to:
	

	Position location:
	Churcher’s College

	


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

	· To deliver a 5* service to the customers and clients at Churcher’s College 
· Effectively manage the kitchen team to ensure that exemplary services are provided at the school.  
· Manage resources and promote an ethos of team work and to instil a culture of continuous improvement.
· To be responsible for the food services at the school, leading a kitchen team to ensure delivering against Key Performance Indicators.
· Provide direction and expertise to the kitchen teams by promoting Sodexo strategies and best business practices in order to uphold the Company mission and values
· Motivate and lead a high performing team to achieve their objectives 
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	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.

	









	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.

	· People Management
· Delivery for core feeding budget
· To organise and lead the preparation and presentation of all meals service at the required times and to the required high standard.
· To ensure that the Company and Statutory Regulations pertaining to the safe and hygienic operation of the kitchen and ancillary areas are adhered to by all members of staff and visitors in the absence of management. 



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

	
Operations 
To organise and assist in the preparation and presentation of all meals service at the required times and to the required standard.
To ensure that the Company and Statutory Regulations pertaining to the safe and hygienic operation of the kitchen and ancillary areas are adhered to by all members of staff and visitors in the absence of management. 
To ensure that Churcher’s College hospitality is a 5* standard, to organise and prepare any special functions which may sometimes be outside of normal working hours.
To train and mentor the chefs to produce a consistent high standard of food for the core catering operation at Churcher’s College 
To manage menu planning, overrotas, orders, and receiving, checking and storing deliveries . To complete the menu purchase planner and recipe cards for all main meals.
To ensure that the kitchen porters work as an efficient team ensuring that the kitchen is kept to the highest standard of cleanliness 
To recruit, support, control and discipline staff according to the needs of the unit within the procedure laid down by the company. To keep records of any disciplinary issues and keep the Contract 
Manager and People Centre informed of these.
To take all necessary steps to ensure maximum security of the kitchen, store, office and any other areas under Sodexo control.
To assist as may be required from time to time with the services and cleaning down of the unit.
To assist the Management to monitor the performance of staff and provide training and coaching as necessary.
To prepare all food with due care and attention, particularly in regard to customers’ special dietary requirements: for example, nut, dairy or wheat allergies. 
To carry out any reasonable request by management.
To assist in other local units as may be necessary in an emergency.
To report and to take action about customer and client complaints or compliments. 
To report and, where possible, take action for any incidents of accident, fire, loss, theft, damage, unfit food, or any other irregularities.
To attend meetings and training courses as required
1. Plan and ensure that marketing initiatives are implemented fully.
People 
Select, recruit and induct the right team.
Develop your team and build succession planning.
Measure the performance of your people by giving feedback and reviewing and completing the PDR process
Communicate regularly – weekly face to face team briefing. Adopt the ‘focus on five’ principles.
Client 
Ensure the team deliver to the service standards agreed in the contract with the client.
Attend meetings and produce monthly and termly formal review reports for the client.

Finance 
Ensure stock, labour, purchasing, disposables, chemical and kitchen labour costs are controlled and within budget
Ensure core feeding cost remain on budget
Ensure all costings for hospitality are correct and received when required

Business Improvement 
Be proactive in overcoming barriers to success.
Provide feedback on how we can improve our performance.
Networking – keep appraised of best practise within the industry by maintaining contact with professional bodies in other market sectors.



	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.

	Coordinate and direct all activities within the school covering the catering 
Manage and control the services to the agreed specification and to the agreed performance, qualitative and financial targets
Supply Chain Management – ensure value for money is achieved through robust management of suppliers and measurement of performance.
Nurture client relationships in order to develop them for long term partnerships
Recruit, induct and develop talented employees within the business portfolio and to manage poor performance in line with Safer Recruitment Policy and Procedure.
Identify opportunities for organic growth and new business.
Management of Health, Safety and Environmental Legislation relating to Sodexo’s areas of responsibility ensuring the statutory requirements are met and all records maintained up to date
Responsible for driving continuous improvement throughout the contract.
Risk management – minimise risk and maintain profitability in line with all company policies.
Strategic and technical support – professional advice to customers, peers and team.



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

	· Strong level of literacy and numeracy
· Strong craft background
· Experienced chef who has operated in a multi-disciplined environment
· Highly effective communication and interpersonal skills
· Clear and effective leadership style
· Ability to analyse problems analytically, develop opportunities and implement innovative solutions/approaches 
· Strong ability to increase individual effectiveness through leadership, motivation, communication, coaching and training
· Excellent time management and organisational skills
· Computer literate
· Able to demonstrate positive attitude to self-development, willingness to learn in role and identify own training needs as appropriate
· High level of self-motivation
· Strong ability to build professional partnerships and communicate at all levels, particularly at senior client levels
· Ability to set high standards, achievable through striving for continuous improvement
· Ability to act on own initiative
· Ability to work effectively as part of a team
· Flexible approach to role
Experience of managing a large team 
Able to successfully implement changes
Knowledge of Safer Recruitment and working in Schools



	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
	Business Consulting

	Commercial Awareness
	HR Service Delivery

	Employee Engagement
	

	Learning & Development
	







ContractManager 


Executive Chef 


Chefs


Apprentice Commis Chef


Senior Sous Chef 
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