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	Function:
	Culinary

	Position:  
	Kitchen Administrator 

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	

	Position location:
	Ascot Racecourse

	

	1. Purpose of the Job & who you will work with


	· To oversee all aspects of the culinary administration at Ascot Racecourse
· To assist in delivering financial targets for the culinary team, supporting labour management and invoice process
· Manage the culinary rostering and labour planning for all events
· Manage culinary accommodation bookings for all events
· Manage culinary expenses and deductions for all events
· Report to the Executive Head Chef and support the Head Chefs for each operational department


	

	2. 	Dimensions 

	
	· 2026 Budget - £34M




Draft.  Version:  27-03-2014

Job Description: Sodexo Live! 


	3. Organization chart  


	









	4.  Context 

	· [bookmark: OLE_LINK1]To manage the process for sourcing and booking Agency workers
· To act as the point of contact for booking direct casual workers
· Co-ordination of raceday culinary sheets for boxes
· Co-ordination of allergen information for all areas
· Maintaining best Health and Safety practice



	5.  Key Assignments 

	Staffing
· Liaising with agencies to agree requirements for all events
· Develop and manage rosters for all events and ensure effectively communicated to all
· Manage the check in and out process for event staff time management
· Collate agency timesheets and manage all pay related queries
· Raising purchase orders and goods receipting for Chefs and Agencies
· Supporting Recruitment of new chefs and set up new starters on Humanforce 
· Collate and update chef database 
· Processing wages, expenses, and accommodation deductions
· Updating and maintaining accommodation requirements for each event 
· Raising purchase orders for self-employed chefs and agencies 
· Collecting liability insurance for self-employed chefs
· Corresponding with casual chefs sharing updates, confirmations and general correspondence, gathering information for updating Executive Head Chef 
· Put together a new fixtures list and Royal Ascot booking form annually 
· Updating chefs’ availability for each raceday and for Royal Ascot
· Distribution of appropriate correspondence to chefs and porters
· Working with recruitment to ensure compliance with Right to Work and Visa checks
· Liaising with other Sodexo units to drive support for Royal Ascot
· Booking all chefs & CPU porters for Royal Ascot 
· Manage staff access passes and parking passes
· Manage Flow (e-learning) completion
· Manage staff check in for Royal Ascot
· Expenses forms
· Starter forms
· H&S Booklet, food induction booklet
· Pre-Medical Questionnaire
· Accommodation Information
· Check in Information
· Briefing sheet for Head Chef
· Produce a Chef information Booklet
· Putting chef welcome packs together with all their information





Commercial
· Logging all invoices, delivery notes and credit notes to ensure all costs are captured
· Chasing suppliers for missing invoices and credit notes
· Managing purchase orders for casual chefs and agencies, maintain kitchen log with purchase orders dates and ensure any missing invoices have an accrual
· Approving timesheets in preparation for weekly payroll processing
· Logging wages and travel expenses for weekly payroll
· Copying invoices for Royal Ascot
· Collecting statements after Royal Ascot
· Filling in delivery log for all invoices at Royal Ascot
· Liaising with Finance to check all Vendors are on SAP

Boxes
· Setting up culinary boxes’ sheets for each raceday
· Updating boxes sheets daily before a raceday
· Updating the Boxes Head Chef & Executive Head Chef regarding changes or increases
· Liaising with the Boxes Planning Coordinator to capture any changes to requirements and checking amendments
· Printing and distributing all the area matrixes and any special menus to all Lead Chefs
· Putting together specification books, allergens and menus for each kitchen
· Responding to general enquires from chefs throughout the racedays
· Allocating agency chefs to the boxes
· Writing and printing out all labels for boxes

Health & Safety
· Updating Health and Safety information for the intranet annually
· Putting together all chef action folders for each race day or event and for Royal Ascot
· Putting together a master folder for Marquee kitchen and Main CPU
· Keeping a file on computer with updated H&S folders
· Scanning and keeping records of all completed chef action folders, kitchen cleaning schedules, delivery logs, probe calibration records, pre-medical questionnaires 
· Collecting food hygiene certificates and allergen certificates
· Correspondence with local EHO
· Ensuring adequate temperature probes are available and in good working order for all events 
· Ensuring enough allergen labels and labels for food labelling are available
· Checking dates on First Aid kits
· Filling in accident forms and uploading to Sodexo
· Putting together a HACCP folder for Executive Chef to complete for Royal Ascot
· Supporting COSHH and HACCP process
· Fire Drill: checking all rostered staff are accounted for during fire drills

General Admin
· Ordering stationery
· Printing labels required for all production to ensure Safe Systems of Work are applied
· Putting together boxes for each kitchen for Royal with menus, spec books, allergens, stationery etc
· Maintaining kitchen folders
· Ensure all breakdowns (fridges etc.) are logged and followed up for repair before the next event






	6.  Accountabilities 

	
· All admin management for culinary team
· Build relationships with all key stakeholders
· Promote a Zero-harm Health and Safety culture that ensures a safe working culture for all team members
· Manage culinary costs, with the support of the Executive Head Chef
· Achievement of personal and business objectives 




	7.  Person Specification 

	
· Professional presentation and conduct to be able to interact with customers, clients and peers
· Microsoft Office competency, with knowledge of Excel
· High level attention to detail
· Excellent communicator
· Demonstrate an organised and analytical mind
· Clean Driving License (preferable but not essential)


	8.  Competencies 

	
· Growth, Client & Customer Satisfaction 
· Quality of Services provided
· Rigorous management of results
· Brand Notoriety
· Commercial Awareness




	9.  Management Approval 

	
	Version
	1.0
	Date
	10/03/2026

	Document Owner
	Caroline Hawkins / Gemma Amor
















	10.  Employee Approval – employee to sign

	Employee Name & Signature:                                                                                   Date:



	




Executive Head Chef


Events Head Chef


Hospitality & Boxes Head Chef


Retail Head Chef


Sous Chef


Stores Person


Kitchen Administrator
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