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	Position Title
	Commis Chef
	
	Department
	Operations
	

	
	Generic Job Title
	Commis Chef
	
	Segment
	Corporate Services
	

	
	Team Band
	Unbanded
	
	Location
	Fixed Location
	

	
	Reports to
	Chef Manager
	
	Office / Unit name
	Fixed Location
	

	

	
	1. Organisation structure
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	2. Job Purpose
To ensure the prompt and efficient preparation and service of all food to the company’s standard and to the client’s satisfaction and maintaining the cleanliness and hygiene of the unit to the required standard in the Service Level Agreement.

	

	
	
	


	

	
	3. Accountabilities or “What you have to do”

1. To organise, prepare and cook all meals and at the required time, being provided to the standard laid down in the Service Level Agreement and to the Client's, Customer's and Sodexo’s satisfaction.
2. To ensure that all food is prepared with due care and attention, particularly in regard to customers’ special dietary requirements: for example, nut, dairy or wheat allergies. 
3. To organise any special function as required, some of which may occur outside of normal working hours.

4. To establish and maintain satisfactory relationships with individuals at all levels within the Company and the Client organisation. 

5. To ensure that the Company's documentation and record keeping is completed to the laid down standard and on time. This may be electronically, paper-based, or both, as instructed. 

6. To implement and maintain the Statutory and Company standards of hygiene, health and safety and take any action as is necessary.

7. To take all necessary steps to ensure maximum security of the kitchen, store, supplies and any other areas under the Sodexo’s control.

8. To participate in regular staff meetings.
9. To compile and place food orders using nominated suppliers by the agreed order method such as phone or online.

10. To assist with counting of stock and if required the input of stock figures into the accounting system.

11. To receive and check deliveries as the arrive and report any issues to the Chef Manager and supplier.

12. To cover in the absence of the Chef Manager.
13. Attend to any reasonable requests made by the Chef Manager.

IRREGULAR DUTIES:

1. To relieve and assist in other establishments in certain circumstances.

2. 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.

3. To attend meetings and training courses as requested.


	

	

	
	4. Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· Client satisfaction scores are favourable with regards to food quality and freshness.
· Food sales are maintained and increased.

· Local EHO (score of 5) and Safegard (green) audits score consistently high.

· Work areas are immaculately clean at the end of each day.

	

	

	
	5. Dimensions 
	

	
	Financial
	
	

	
	Staff
	
	

	
	Other
	 
	

	

	
	6. Knowledge, skills and experience

Essential

· Good standard of literacy and numeracy 
· Previous catering experience

· Excellent interpersonal skills and ability to  communicate effectively with customers, clients, and staff at all levels

· Good time management and organisational skills

· Ability to work well under pressure

· Ability to achieve and set standards and operate to performance criteria, with particular regard to hygiene

· Positive approach to learning in role and identifying own training needs as appropriate

· Self-motivated

· Sense of own initiative

· Ability to work effectively as part of a team

· Flexible approach to role
Desirable
· Basic Food Hygiene Certificate

· 706/2 or NVQ2 chef qualification, or equivalent
· Computer literacy


	

	

	
	7. Contextual or other information

This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and respnsibilities to be undertaken.  It does not attempt to detail every activity.  Specific tasks and objectives will be agreed with the post holder at regular intervals.  The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business
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	17/02/17
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