Job description

	Job title:  Catering & Nutritional Team Leader
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	Department:  People
Service:  Adult Provision 
Grade: F
JEID: JE1000003638

	

	1 Job purpose
To be responsible for the delivery of a high quality catering provision across adult provision services ensuring. To be proactive in supporting the production of nutritious food at all sites and actively  promoting and marketing the service in relation to the provision of food and nutrition.

	

	2 Principal duties and responsibilities

	1 To manage, supervise and organise cooks and kitchen domestic staff and ensure compliance with all relevant legislative requirements, codes of practice and departmental policies 
and procedures. 


2 To have overall responsibility for the deployment of catering staff and ensure there are sufficient numbers of suitable staff to cover duty rotas.


3 To be responsible for the fair and professional implementation and monitoring of all people management processes e.g. attendance and performance management, recruitment, induction, probation, training and development. To take formal action, where appropriate, to manage people effectively, while ensuring compliance with departmental policies and procedures. 


4 Ensure compliance with environmental health, food preparation and health and safety requirements.


5 Ensure the provision of nutritious food to citizens that take into account individual dietary requirements, preferences and cultural requirements. 

6 Ensure that all catering and eating environments in adult provision settings are clean, free of clutter and comfortable.
7 To facilitate processes for gaining and responding to feedback from citizens and their families concerning food and users’ environment.

8 To facilitate the development of food related social and leisure activities that involve citizens and their families. 


9 To proactively seek opportunities to promote the catering service and to generate income and in collaboration with sales and marketing colleagues.   

10 Provide advice, guidance and support to care colleagues in relation to person centred care planning and dietary preferences and requirements. 

11 To facilitate regular team meetings and other methods of team communication with catering staff as required.  

12 To take responsibility for relevant resource requirements of catering staff e.g. protective clothing. 

13 To monitor budgets and undertake stock audits, ensuring efficient and effective procurement and use of resources.
14 To resource and procure quality food, nutritional provisions in a way that is cost effective and maximises “ Grow our Own” potential and support local social enterprises and suppliers where possible. 
15 To be responsible for own continuous professional development and keeping up to date with research, policy and legislation which informs and impacts on delegated responsibilities.
16 To maintain accurate written and electronic records and input where required on data management systems in line with the requirements of the Data Protection Act.

	

	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 All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act.

	

	5 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.

	

	6 Numbers and grades of any staff supervised by the post holder:

	Cook (indicative Band D) x10, Kitchen Domestics x10 

	

	7 Post holder’s immediate supervisor: 

	Service Provision Manager or Head of Service
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	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: Nutrition and Catering manager



	Department: People
Service:  Adult Social Care Provision
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical Knowledge & Experience
	1. Ability to design menus and options that  meet the dietary, cultural and nutritional needs of citizens using the service
	
	X


	X


	X


	

	
	2. Ability to maintain a thorough understanding of legal requirements, government drivers, policy, procedure, guidelines, developments and good practice as they relate nutrition and catering
	
	X


	
	X


	

	
	3. Good oral and written communication skills (including delivery of presentations, training, facilitating meetings, engagement, report writing, maintaining good quality records, letters, conversations etc)
	
	
	X


	X


	

	
	4. Experience of managing and monitoring budgets and stock, and an ability to comply with  financial regulations, systems and procedures
	
	X


	X


	
	

	
	5. Ability to produce and analyse information and data, and make appropriate use of IT systems
	
	
	X


	
	

	
	6. Ability to contribute to service development and make recommendations for improvement
	
	X


	X


	X


	

	Qualifications & Training
	7. Good numeric and literacy skills equivalent to Level 2 literacy skills.  (Qualifications and credit framework) or a willingness to work towards achieving within a reasonable timescale
	
	X


	X


	
	

	
	8. A thorough understanding of environmental health, food preparation, Health & Safety and COSHH requirements, relevant to the duties of the post
	
	X


	X


	X


	

	
	9. QCF3 or NVQ3 in  Food  Science and Nutrition or equivalent
	X


	X


	
	
	

	
	10. Knowledge and understanding of the Essential Standards of Quality and Care
	
	X


	
	X


	

	
	11. Willingness to undertake training and development, as necessary, to enhance the service
	
	X


	
	X


	

	People Management and Teamwork
	12. Ability to manage a team to meet key objectives and outcomes, and establish robust systems of communication, training, supervision and monitoring of tasks and duties
	
	X


	
	X


	

	
	13. Ability to oversee and, as appropriate, take part in formal people management processes e.g. recruitment, attendance management, disciplinary
	
	X


	X


	X


	

	
	14. Ability to engage effectively with citizens to improve the food and nutrition related services provided
	
	
	
	X


	

	
	15. Ability to accept constructive feedback, engage positively with decisions made, and adapt to new ways of working
	
	X


	
	X


	

	
	16. Understand the need for confidentiality and an ability to maintain it
	
	X


	
	X


	

	
	17. Ability to build positive and professional relationships with citizens, their families and all relevant stakeholders
	
	X


	
	X


	

	Other Work Circumstances
	18. Willingness to work flexibly (e.g. where necessary; hours, days, weekends, bank holidays, out of hours, at any City location/team), to meet the needs of the service and ensure appropriate cover
	
	X


	
	X
	

	
	19. Willingness to use own transport, if required, for the efficient performance of duties
	
	X
	
	X
	

	
	20. Staff must evidence that they have been appropriately vaccinated or are medically exempt where regulations for providers have been set out by the Health and Social Care Act or other governing bodies for their service area.
	X
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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