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QUALITY OF LIFE SERVICES







JOB DESCRIPTION

Catering SUPERVISOR
	Position Title
	Catering Supervisor
	Department
	Catering 

	Generic Job Title
	Catering Supervisor
	Segment
	Government services 

	Team Band
	A
	Location
	HMRC Leeds

	Reports to
	Catering manager 
	Office / Unit name
	Leeds HMRC



Job Purpose
· To manage a small team of catering operatives to deliver a specific standard of food service to client specification  

· To be responsible for the safety and wellbeing of the cleaning operatives within your specified team.  
· To ensure customers receive a pleasant and friendly experience

· To manage any cash transactions, banking and stocktakes

· To become proficient on the e-prophIT, POS and BITE systems
Accountabilities or “What you have to do”

· Undertake all required training in relation to all aspects of the catering service delivered to the client, as requested.

· Undertake specific training on the relevant catering offer 

· Always wear the company uniform, whilst at work 

· Wear any items of Personal Protective Equipment, as specified by the manager 

· Comply to all client policies / procedures in relation to housekeeping/infection control/ security

· Ensure that all requirements in relation to COSHH, HACCP and food Hygiene are adhered to, as specified by the catering manager 

· Conduct all required training with catering operatives in relation to operational/ legal / client / food and beverage offer requirements 

· Ensure that all catering operatives adhere to the catering codes of practices 

· Ensure that all requirements of the specified catering offer, are carried out, as directed by the catering manager 

· To attend to all faults in relation to catering machinery/equipment.

· To report all defects to the catering manager / GSM
· To deliver staff team briefings, as required

· To attend team / client meetings, as required  

· To collate information in relation to payroll, as required.

· To complete all administration, as specified by the catering manager

· To liaise with the specified client contact, as directed by the catering manager

· To manage the ordering and distribution of catering consumables and stocktakes     

· To undertake audits in relation to service delivery / offer compliance, as requested.
· To stand in for the catering manager in his/her absence

· To manage all risk assessments and allergy files

· To manage the vending operation

· To perform special promotion and drive up spend per head 
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· No justifiable complaints from building users / client staff within your scope of works

·  Pass mark achieved in catering quality control audits for all areas within the specified scope
 of works.
·  No issues and concerns highlighted in relation to health and safety

· All staff trained to the required standard

· All aspects of the relevant catering offer in place and updated as required.

· All faults and defects addressed within agreed timescales

· All administration completed within agreed timescales 

· Zero errors on payroll data submission and stock take sheets
· An improvement in Spend per head or Transaction is achieved
Knowledge, skills and experience

Essential

· Experience of the undertaking of all catering tasks 

· Previous catering experience
· Computer literate

· Basis numeracy / literacy skills
· Good communication and interpersonal skills 

Desirable

· Supervisory experience 

·  NVQ or apprenticeship
·  BICSc COPC 

·  BICSc Assessors certificate
Attitudes

Supportive of others

Focus on improvements and change
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Catering Manager 





Catering Supervisor





Catering Operatives





Catering Operatives











27th July 2013


