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NHS WESTERN ISLES  

 AGENDA FOR CHANGE

JOB DESCRIPTION 

	1. JOB IDENTIFICATION

Job Title:  Cook (Uist & Barra Hospital)
Department:  Catering Services Department

Accountable to:  Nutrition, Dietetic & Catering Services Manager
Responsible to:   Catering Manager / Head Chef 
Job Holder Reference: 

No of Job Holders: 2


	2. PURPOSE

Working as part of the Catering team the postholder will be required to prepare,

cook and serve a wide range of high quality dishes including therapeutic

diets for patients, staff and visitors and hospitality functions.  The postholder

will also be required to supervise staff involved in all aspects of food preparation,

service and wash-up and cleaning duties related to the provision of a catering

service. This will be in line with Quality Improvement Scotland (Q.I.S) Standards,

Food in Hospitals policy and the Western Isles NHS Board Specification, which meet legislatative requirements, quality control and fulfils the objective of the organistaion.  



	3.  ORGANISATIONAL CHART










	

	4.  SCOPE AND RANGE

The provision of a high quality catering service within a acute hospital setting, 
and including internal and external functions. The Catering Services 
Department provides a breakfast , lunch and evening meal to approximately

20 patients daily, using a trayed meal system. The Dining Room has a 
throughput of approximately 30 customers per day covering breakfast, morning coffee, 
lunch, afternoon tea and evening meal service.

A multiple  choice menu including healthy choices is offered to both patients

and dining room customers which includes patients, staff, relatives, 
visitors and external customers.  Function catering is an integral part of the 
catering service.

	

	

	  5. MAIN DUTIES/RESPONSIBILITIES

· Preparation, cooking and service of a wide range of high quality dishes including therapeutic diets for patients, staff, visitors and hospitality functions.

· Supervise staff involved in cleaning and wash up duties

· Check deliveries for temperature, quantity, quality and specification and take appropriate action

· Ensure food being served to patients, staff, visitors and functions for quality and presentation and that it meets the customers request

· Assist supervisory staff with the training of staff in the appropriate use of machinery and other aspects of kitchen work as it related to their duties

· Checking that equipment is in working order and report any malfunctions to Kitchen Superintendent 
· Ensure efficient use of resources within their control (Foods/cleaning products)

· Maintaining safe systems of work

· Maintain through supervision and example high standards of personal, general food hygiene and cleanliness of the kitchen and associated areas.

· Provide where possible cover during long periods of absence

· Reading of patients menu cards, when required

· Preparation of patients trays, plating of meals in service belt area, and to ensure correct portion control

· Conveyance of food trolleys within the catering department

· Minimising food waste by ensuring economic and correct use of provisions and the use standard recipes at all times.

· Advising Kitchen Superintendent of any changes to orders.

· Record keeping including stock cards and (HACCP) Hazard Analysis & Critical Control points

· Recording temperatures as specified in HACCP document.

· Topping up of servery area as required ensuring all products are available as specified.

· Topping up of cleaning materials in work area as required

· Appropriate disposal of waste

· Assist with any monitoring procedures to ensure quality control

· Ensure clean protective clothing provided is worn whilst on duty.

· Comply with Health and Safety legislation.

· Protocols for the planning and delivery of food and fluids as per the Nutritional Care Policy and Food in Hospitals policy are adhered to.

· Comply with Food Hygiene regulations with regard to food storage, preparation, service and general cleaning and departmental cleanliness.

6.  SYSTEMS AND EQUIPMENT 

The postholder will be required to operate the following equipment;-

· Potato peeler

· Vegetable preparation machine

· Refrigerator & Freezers

· Soup kettle

· Convection Oven

· Blast chiller

· Cooking ranges/ovens

· Deep fat fryers

· Water boiler

· Dry/wet heat bain marie 

· Grill

· Hotcupboards

· Slicing Machine

· Food mixer

· Stick blender

· Food processor 

· Plate wash

· Waste disposal units

· Microwaves

· Juice dispenser

· Swep mops

· Brushes

· Trolleys (food/stores)

· Step ladder

· Knives
· Probes
· Suction machine
· Vending machines
· Floor scrubber
· Ventilation system
The post holder may be required to operate the following systems on a daily basis;-

· Store requisition system

· Cleaning procedures

· H.AC.C.P

· COSHH regulations

· Food waste monitoring



	7.  DECISIONS AND JUDGEMENTS

The post holder will be expected to follow Catering Services procedures in accordance with those set down in departmental policies. There will be regular supervision whilst on duty, however the post holder will work without direct supervision on occasion, guidance will be available by telephone. The post holder can liaise with Catering Manager/ Hotel services supervisor / Head Cook
The post holder may have to make decisions in the absence of the Catering Manager / Head Cook / Hotel Services Supervisor, for example, customer complaints, food service issues, utilisation of food to minimise wastage or other decisions to fit in with patient needs.

Decisions taken will relate to :

· Prioritising own work and that of subordinates

· Cleaning and hygiene standards

· Service, storage and delivery of food

· Suitability of menu items for therapeutic diets

· Acceptance/rejection of deliveries.

· Judgements/decisions when deputising for Head Cook



	8.  COMMUNICATIONS AND  RELATIONSHIPS

To ensure a high standard of service, and to deal with operational matters the post holder will be expected to communicate with

· Catering & Hospital staff and management 

· Ward manager and staff.

· Clerical staff

· Estates/Works

· Patients

· Customers/members of the public

· Dietetics 

· Pharmacy

· External delivery drivers

· EHO Officers

The post holder will be expected to coach new staff on procedures and cleaning duties assigned to the post further to the initial induction training carried out by the Kitchen Superintendent. The post holder will be required to develop and maintain effective communication skill and working relationships with individuals and departmental staff.



	9.  PHYSICAL MENTAL AND EMOTIONAL DEMANDS OF THE JOB

PHYSICAL SKILLS/EFFORT

High degrees of skill and dexterity are required when working with knives and other specialist equipment The physical requirement can be quite demanding and staff will spend a lot of time standing or walking. There is a great deal of lifting and handling which  involves standing, twisting, stretching, bending, kneeling, lifting, pushing and pulling.

The post holder would be required to be physically fit to enable them to undertake the physical demands of the post, which includes:- 

· Use and movement of cleaning equipment

· Movement of kitchen stores (up to 25kg individual unit)

· Movement of waste (up to 7kg per bag)

· Movement of Trolleys (inc Food trolleys up to 190kg loaded)

· Handling of hot foods in a safe manner ( up to 12kg)

Staff are also exposed to wide variations in temperature and underfoot conditions.
Mental Demands

· Staff are required to concentrate for long periods of time whilst serving/plating meals and require good co-ordination and dexterity.

· Concentration whilst operating machinery and using sharp knives.

· Concentration when checking stores, completing forms and using temperature control system.  

· Weighing and measuring ingredients for standard recipes. 

· Having to concentrate whilst checking menus cards 

Emotional Demands

· The nature of the service requires staff to work to strict time schedules. 

· Dealing with complaints from patients, staff and visitors.

· Assisting management/Superintendent to ensure that production is maintained during periods of annual leave and sickness

· Dealing with customers whilst operating cash register, assessing portion size and charging appropriately which can result in staff being subject to pressure and verbal abuse.

· Dealing with staff in relation to work performance.

· Dealing with difficult situations, eg staff conflicts, bereavements, etc 


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

·  Ensuring that the standard of catering meets the expectations of the customer
· Staff being able to multi task and to cope with very busy periods.

· Dealing with internal customers, relatives and the general public. 

· Balancing conflicting priorities within a strict timescale

· Working within the parameters of food hygiene regulations.

· Staff motivation and morale.

· Lack of information recorded on patient’s menu card.
KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED
KNOWLEDGE – Numerate, Literate and Practical

                           Good communication skills



     Customer skills



     Comprehensive knowledge of COSHH and HACCP



     Comprehensive knowledge of Health & safety legislation



     Ability to cope with pressures of a busy kitchen



     Knowledge of manual handling

                           Knowledge of basic I.T skills

EXPERIENCE –Three years previous experience in a similar role (healthcare) desirable.

                          Supervision of staff.


               City & Guilds 706/1 & 706/2 or SQA equivalent level 3



    Intermediate Food Hygiene Certificate or SQA equivalent



    Basic First Aid Certificate

TRAINING -      Able and willing to undertake essential departmental induction training

                          and ongoing training as provided by the organisation eg. Scottish 
                          Vocational  Qualification in Cleaning Services, Fire training, 

                          Food hygiene, Waste management and Lifting & Handling


	



	JOB DESCRIPTION AGREEMENT

I, (Print Name)…………………………………………………….. confirm that the job description(s) /person specification(s) attached have been discussed with me and are an accurate and up-to-date account of the duties and responsibilities and skills/qualifications required to undertake the post.

Job Holder’s Signature:





Date:

 Head of Department Signature:



Date:



	


PERSON SPECIFICATION

Job title:

Cook / Chef
Department:

Catering Services

Location:

Uist & Barra Hospital, Isle of Benbecula
	 

FACTOR


	ESSENTIAL


	DESIRABLE 



	 EXPERIENCE


	· Three years previous experience.

· Supervisory experience.


	· Experience in a healthcare setting.



	QUALIFICATIONS & TRAINING

 
	· City & Guilds 706/1 & 706/2 or SVQ Level 3.

· Intermediate Food Hygiene certificate.

· On going refresher training e.g. fire, moving & handling, COSHH.


	· Basic First Aid.



	KNOWLEDGE & SKILLS


	· Stock control experience.

· Good communication skills.

· Good customer skills.

· Comprehensive knowledge of food safety legislation.

· Comprehensive culinary skills. 

· Basic I.T. skills.


	 

	DISPOSITION

 
	· Good team leader.

· Enthusiastic individual.

· Pleasant Personality.

· Ability to cope under pressure.

· Ability to work on occasions with out direct supervision.

· Ability to priorities tasks.
	 

	OTHER


	· Willingness to undertake further training


	· Holds full UK. driving license




Nutrition & Dietetics Manager





    Catering Services Manager 





            Head Chef/Cook





Hotel Services Supervisor





Chefs/ Cooks   (this post)





Catering Assistants








