[image: image1.jpg]Nottingham
City Council

i&.






Job description

	Job title: Cook Residential 



	Department:  Children’s Service

Service: Crocus Fields
Grade: GLPC-D
Post Number: SSCOOKKKK015

	

	1 Job purpose

To provide a flexible catering service to meet the needs of service users staff and visitors. This may involve some assessment and supervision of clients catering for themselves or assisting service users preparing for independence. To be responsible for the supervision of catering staff and the provision of well-presented nutritious meals. This role includes menu planning, food ordering    

	

	2 Principal duties and responsibilities

	Specific
1. To plan menus and arrange food purchasing with in the budget allocated. 

2. Responsible for the preparation, cooking and service of meals for clients, staff and visitors including ensuring that menus are adhered to, that the food is of satisfactory quality and quantity, is presented attractively and at the appropriate time in appropriate portion sizes.

3. To ascertain the client’s views about the meal and to take action to resolve any complaints.

4. To supervise and delegate areas of work to assistant cooks /  kitchen       

domestics as required, and to ensure this is carried out satisfactorily.

5. To maintain good hygiene standards in the kitchen at all times, and to ensure that safe hygiene practices are adopted by all kitchen staff, unit staff, managers and service users who use the facilities.

6. To undertake all the Assured Safe Catering procedures and to      

complete the documentation required.

7. To establish and maintain satisfactory cleaning schedules to ensure that cleaning carried out at the frequency required, personally undertaking any cleaning duties associated with the role.

8. To undertake any cleaning duties required which includes pot/pan washing etc., food and utensil storage areas and kitchen equipment and surfaces.
9. To check deliveries for quality and quantity and take any appropriate action necessary if problems arise with suppliers.

10. To accurately complete any necessary records, e.g. staff, client meal 

numbers, payments, and to take responsibility for any money involved, where appropriate.

11. Responsible for the security of the kitchen and food storage areas,       

         including maintenance of adequate stock control records. 

12.    To bring defects in equipment to the attention of the unit manager and 

    to ensure that appropriate action is taken to effect repairs.

13.    To work with due regard for his/her own personal safety and that of  

    others in the kitchen.



	

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder: Not Applicable

	

	

	6 Post holder’s immediate supervisor: Manager

	

	Prepared by/author: Stephanie Wilkinson
Date: August 2003

	


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Cook Residential 



	Department: Children’s Services     Post Number : SSCOOKKKK015
Service: Specialist Service
Section: Children in Care
Grade: D
Reference number: COOK3

	

	
	
	

	
	
	
	
	
	
	

	AREA OF RESPONSIBILITY


	REQUIREMENT
	MEASUREMENT



	
	
	P
	A
	T
	I
	D

	1 Prepare, cook and serve food
	Able to provide economical nutritious well-presented meals of good quality that meet the nutritional needs of service users, within the resources available.
	N
	Y
	Y
	Y
	N

	
	Able to cater for special diets relating to culture, health or religion.
	N
	N
	Y
	Y
	N

	
	Able to cook, serve and present food well.
	N
	N
	N
	Y
	N

	
	Experience of cooking for similar numbers.
	N
	Y
	N
	Y
	N

	2 Plan meals to meet the needs of users
	Able to plan choice menus to meet the needs of service users within the budget available.
	N
	N
	Y
	Y
	N

	
	Able to plan a menu to provide for a divers client group.
	N
	N
	Y
	Y
	N

	
	Commitment to providing culturally appropriate food to meet the needs of service users.
	N
	Y
	Y
	Y
	N

	3 Administration and Record Keeping
	Able to undertake all of the tasks related to cooking, clerical and administrative aspects of the role.
	N
	N
	Y
	Y
	N

	
	Able to keep records for food budgeting, stock control and cash handling.
	N
	N
	Y
	Y
	N

	4 Hygiene and Safety
	Able to apply safe working practices to ensure the safety of themselves and others.
	N
	N
	Y
	Y
	N

	
	Able to maintain good standards of hygiene and apply The Assured Safe and Catering system effectively.
	N
	N
	Y
	Y
	N

	
	Aware of the responsibilities under the Food Safety Act and associated legislation relating to food, kitchen and personal hygiene.
	N
	N
	Y
	Y
	N

	5 Cleaning and Maintenance
	Knowledge of the safe use and able to use cleaning materials.
	N
	Y
	N
	Y
	N

	
	Able to clean equipment and all areas of the kitchen.
	N
	N
	N
	Y
	N

	6 Team Work
	Able to work effectively as part of a team.
	N
	N
	Y
	Y
	N

	
	Able to delegate work to and supervise catering staff.
	N
	N
	N
	Y
	N

	7 Work to promote mutual respect and good relations
	Sensitivity to a diverse range of service users and evidence of responding to their different needs.
	N
	Y
	N
	Y
	N

	8 Working Relationships
	Understanding the rights and sensitive needs of service users.
	N
	N
	Y
	Y
	N

	
	Able to work with service users to develop their catering skills as necessary.
	Y
	Y
	Y
	N
	N

	
	Understanding of confidentiality.
	N
	N
	N
	Y
	N

	
	Able to develop positive working relationships with service users and colleagues.
	N
	N
	N
	Y
	N

	
	Ability to communicate verbally and in writing with colleagues, service users, managers, suppliers and contractors.
	N
	N
	Y
	Y
	N

	9 Qualifications
	Hold a basic food hygiene certificate.
	N
	Y
	N
	N
	Y

	
	Willing to undertake further training as necessary.
	N
	N
	N
	Y
	N

	10 Organisational Skills
	Able to plan and organize own workload to make effective use of the available time.
	N
	N
	Y
	Y
	N

	
	Able to manage issues of security in relation to food, equipment and premises.
	N
	N
	Y
	Y
	N

	
	Able to work unsupervised.
	N
	N
	Y
	Y
	N

	
	Flexibility in solving problems, adaptable to changing priorities.
	N
	N
	Y
	Y
	N

	11 Work related circumstances
	Willing to wear protective clothing including headwear and safe footwear.
	N
	N
	N
	Y
	N

	Other
	Honesty and Integrity.
	N
	N
	N
	N
	Y


P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
Prepared by/author: Stephanie Wilkinson
Date: August 2003
