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JoB description
	Position Title
	Front of House
Catering Supervisor
	Department
	Catering

	Generic Job Title
	Catering Supervisor
	Segment
	Education

	Team Band
	
	Location
	St Leonards School

	Reports to
	Catering Manager
	Office / Unit name
	


ORGANISATION StRUCTURE





Head of Talent


Job Purpose 
· Supervise all reasonable catering & hospitality requests throughout the year
· To assist the Senior Management with the day-to-day service 

· Supervise all meal services when on duty 

· To ensure that the standards of preparation are to the Client and Company standards and meet all food and health and safety legislation and Company requirements

· To act as Allergen champion at Front of House 
Accountabilities or “what you have to do”
· Supervise the Front of House team to ensure that the service is provided in accordance with client expectations 
· Manage and order stock through Executive Chef as needed
· To ensure all front of house marketing is in place for start of each service.
· Liaise with the Manager, Executive Chef, on a daily basis/huddle to ensure the smooth running of the operation for both day to day catering and hospitality events
· To ensure all Hospitality equipment is ready in advance of all events as advised by the Manager
· Support the Supervision and schedule staff and resources to suit the demands of the service.
· Assist Manager to ensure all staff personal and training documentation is current and appropriate, including casual and agency staff who may be used specifically for events
· To assist with recruitment of frontline employees
· To act as Allergen Champion with Executive Chef when on service
· To book any additional staff required to support functions in agreement with Manager
· To ensure all duties are completed within set time scales 
· To promote a friendly, helpful and professional service
· Assist with management of ordering and stock control procedures
· To maintain a high standard of cleanliness and hygiene in Front of House and all hospitality areas and in all tasks and duties carried out within the team, with special regard for personal hygiene and appearance

· Support with day-to-day service in the kitchen and on the counter, as and when required

· To carry out any other reasonable duty that may be requested by management that pertains to the total operation of Sodexo
· Be flexible to support evening, weekend, functions/events and functions during School holidays

· To ensure Front of House safety walks and near miss reporting is completed. 

· Responsible for ensuring training is in order for Front of House team in agreement with Manager
· To ensure that statutory, company and client statutory regulations regarding hygiene, health and safety, fire and security are complied with at all times.
· Ensure that all services are provided and presented to the Sodexo quality and standards and expectations of the client
Additional Ad-hoc Duties:
· To report any customer complaints or compliments and take action if possible

· To report any incidents of accident, fire, theft, loss, damage, unfit food or other irregularities and take action if possible

· To attend meetings and training courses as may be necessary applicable to the job role
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Customer and Client Focus: Deliver exceptional customer service to build valuable long-term relationships with colleagues, customers and clients, aiding contract retention

· Impact and Influence: Communicates to build relationships and interacts appropriately with others

· Continuous Improvement: Seeks to raise standards and improve quality of performance and service, using audit tools available
· Working with others: Works effectively and professionally with others to achieve the desired results
· Contributes towards achieving a pass accreditation for a Safeguard audit
Skills, Knowledge and Experience
Essential
· Demonstrable experience of working in a similar role
· Highly effective communication and interpersonal skills

· Clear and effective leadership style

· Ability to analyse problems analytically, develop opportunities and implement innovative solutions

· Excellent time management and organisational skills
Desirable
· level 2/3 food hygiene
 Contextual or other information

· Smoking only permitted in designated areas.  Personal mobile phones must be switched off during working hours. Constraints may change from time to time, see the staff notice boards.

· During the course of his/her duties the post holder may have access to, or witness confidential information, which must NOT be divulged to an unauthorised person at any time
Dimensions:
Financial:
Work with Manager and Executive Chef to ensure we meet the catering budget

Staff:
All staff to be trained and directed according to the needs of the business

Other:
Service to be delivered in a professional manner
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on-site services





Catering Manager





Executive Chef





Front of House 


Catering


Supervisor
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