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JOB DESCRIPTION TEMPLATE

	1.  JOB IDENTIFICATION

		
	

	Job Title:	            Assistant Catering Manager	
	

	
Responsible to:	Catering Services Manager
	

	
Department(s):	Catering Services, Ninewells and Dundee Locality
	

	
Directorate:                 Facilities

	

	Operating Division:     Operations

	

	Job Reference:           Sc06-4985(rev25-A)
	

	
No of Job Holders:	1

	




	2.  JOB PURPOSE

	Support the Catering Management in the day-to-day running of catering services at Ninewells Hospital, Dundee. Ensuring services are provided in accordance with agreed service levels and standards within agreed financial targets and to ensure effective monitoring of the service. 


	3.  ORGANISATIONAL POSITION

	Head of Catering

NHST Patient Catering Manager

Patient Catering Manager Ninewells

Assistant Catering Manager Ninewells (this post)

Head Chef and Senior Catering Supervisors

Chefs

Catering Assistants


	4.   ROLE OF DEPARTMENT 

	NHS Tayside serves a population of approximately 387,000 covering regions including Tayside, Perth and Kinross, Angus and North Fife. The Postholder works as part of a multi-disciplinary team, delivering a high standard of Catering in areas of high activity with frequent change.  Staff must be flexible, adaptable and work to support other staff who have clinical responsibility to patients. Planning and organisation of a broad range of complex activities or programmes, some of which are ongoing, which require the formulation and adjustment of plans or strategies.


	5.  KEY RESULT AREAS (MAIN DUTIES)

	· Manage and administer the delegated catering services working with a degree of autonomy   within the department as detailed on the front cover using appropriate methods, systems, equipment and materials to ensure the achievement of the highest possible standards within available resources. Compile staff rotas, ensuring that there is sufficient staff on duty to cover all requirements within predetermined resources, making adjustments to staff rotas, recording absence, extra hours worked and overtime.
· Collation and analysis of menus from wards input to computer system to produce production sheet for all patient and staff food produced each mealtime
· Maintain and ensure accurate and appropriate records are kept in line with organisational and departmental requirements.
· Report and record equipment faults/ hazards internally to Managers and the Property Dept. and externally to Outside Contractors.
· Ensure that induction training is carried out and carried out on the job and refresher training of Head Chefs, Cooks and any Catering staff as appropriate   using departmental methods and systems.
· Ensure NHSScotland Workforce Attendance Policy is adhered to and delegate Return to work interviews in a timely manner   providing advice and information to staff as required.
· Identify and deal with initial concerns as appropriate, in line with NHSScotland Workforce Policies actively promoting staff welfare, encouraging good morale and where appropriate, refer to a line manager situation where further action may be deemed necessary.
· Ensuring standard recipes are followed to meet the food, fluid and nutritional guidelines as set by QIS.
· Assist in menu review, recipe development, new dishes, general improvements to service.
· Assist in the monitoring and review of quality control for food being served to patients and customers and functions for quality, quantity and presentation and that it meets orders/requests ensuring that appropriate records are maintained and issues reported/resolved.
· Responsible for the security of all equipment and materials used by staff.  Key holder for the Main Kitchen building and including out of hours when required.
· The Assistant Manager may propose and assist in implementation and changes to local policies and procedures that may impact across the service.
· Ensure and maintain compliance with NHS Tayside Policies. /Procedures (e.g.) Hazard Analysis and Critical Control Pointe (HACCP), Control of Substances Hazardous to Health (COSHH), Health and Safety, Moving and Handling.
· Manage the ordering, within designated budgetary constraints, checking, receipt and safe storage and allocation of supplies and consumables in the most economical way whilst achieving weekly expenditure limits.

Monitoring and management of food wastage throughout the production and service cycle.
· Monitor staff work performance and participate in Performance Development Review and conduct Performance Development Reviews with staff.
· Undertake personal development and /or refresher training as necessary to maintain up-to-date knowledge base.  The postholder is reviewed annually by the Patient Catering Manager, Ninewells through TURAS.
· Ensure staff adhere to good health & safety, fire and security practices.
· Carry out administrative duties including line management staff through training and development the use of appraisals, counselling, grievance and sickness absence all site premises. 
· Assist in Recruitment and selection decisions.
· Maintain confidentiality.
· Demonstrate courteous behaviour.
· Manage all aspects of Food Production within the department, ensuring appropriate methods, systems, equipment and materials to ensure that required standards are met and maintained Plan manpower effectively and economically to ensure provision of a suitable and skilled workforce.  Reviewing and monitoring work methods and tasks allocated through tight supervision to maintain and improve services within budgetary constraints. 
· Monitor and regularly review quality control (i.e. Presentation, quality, portion control, wastage etc.) within the department ensuring the appropriate records are maintained and issues are resolved and reported on.
· Ensures that: - any complaints are dealt with and passed on as part of Customer Care, any reasonable requests from Wards/Restaurants are dealt with promptly and courteously, any necessary patient menu alterations are authorised by dietetic department, and disruptions to service are communicated to the ward staff by letter/telephone.
· Implement care workplans to managing the Dietary requirements of individual clients also giving advice to Clinical staff on the care packages required e.g. Diabetic, Renal, Gluten Free. Specialist knowledge through NHS Tayside.

Induction Standards & Code of Conduct
Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers.

	6. SYSTEM, EQUIPMENT AND MACHINERY

	The postholder is required to regularly use on a daily basis:

· Computers and Monitors
· Microsoft Office packages
· NHS computer systems
· Internet and Intranet Email
· PECOS (E-Procurement System)
· NCIS – National Catering Information System
· Stock control systems 
· Staff rosters, holidays and sickness, timekeeping and attendance.

The postholder is occasionally required to demonstrate and or use:  

· Manual handling / loading/manovering patient food service trolleys
· Food Preparation / Kitchen Knives
· Bain Maries, (wet, dry, hot and chilled)
· Mechanical Dishwasher / Pot washer – main kitchen 
· Ovens – Conventional, Combination, Baked Potato and Microwave
· Bulk boilers / Tilting kettles / Bratt pans / Deep Fat Fryer /Steaming ovens / High pressure steamers
· Food mixing machines / Food blenders / Food Slicing /Vegetable preparation machines
· Refrigerators / Freezers / Chillers / Blast chill units
· Floor Scrubber/Drier/Burnisher/ Vacuum Cleaner / Wet Pick-up Machine / High pressure hose / steam cleaner
· Food Disposal Systems

Responsibility for Records Management
All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.


	7. ASSIGNMENT AND REVIEW OF WORK 

	The postholder reports to the Catering Manager and has prime responsibility for the production of 750+ meals per day prepared and cooked in Ninewells main kitchen, then delivered to wards within the hospital.

The Assistant Catering Manager will have front line management responsibility for head chefs, catering supervisors, cooks and catering assistants.  Working independently and making decisions for the day-to-day functioning of the kitchens.  A multiple-choice menu is offered to both patients and dining room customers covering a wide-ranging selection of products.  Function catering is an integral part of the department’s service.

The post holder will monitor and maintain high standards of food hygiene, food service and cleanliness within resource allocation and in accordance with NHS Tayside Policies, current Hygiene Regulations and Codes of Practice.  The organisation of work rotas, the efficient deployment of staff and management of all aspects of preparation, cooking, service and cleaning related to the provision of high-quality catering service.

The Assistant Catering Manager is an authorised Pecos (Internet based ordering system) user and approver. This also includes checking and receipting of invoices for the Pecos system.

	8.  DECISIONS AND JUDGEMENTS

	The postholder is required to comply with professional and technical standards required to provide a cost-effective service as specified. The post-holder will work with a high degree of independence, ensuring that the production and service of meals to both patients and staff is timely and efficient, whilst being of high quality.

Judgments involving a range of facts or situations, which require analysis or comparison of a range of options.

The postholder is required to work autonomously using a high degree of initiative, deciding when appropriate to refer to the Catering Manager.


	9.  MOST CHALLENGING / DIFFICULT PARTS OF THE JOB

	· To assist the Catering Manager in the planning, development and day-to-day implementation and maintenance of a Catering service, which is highly regarded by patients, staff and visitors and which meets the future needs of the Organisation.
· 
· Ensuring consistently high standards of services on time, within the specification and suitable for a variety of needs in a hospital environment.

On a day-to-day basis maintain financial stability and income levels whilst achieving agreed service levels.

Motivation of a largely unqualified staff.

Working within tight budgetary controls.
 
Managing the workload of the supervisors and staff

Continually supporting staff who have highly emotive personal issues which they bring to the workplace.


	10.  COMMUNICATIONS AND RELATIONSHIPS

	The post holder must be able to communicate at all levels of the organisation through oral, written and IT methods.  The ability to provide support and leadership to catering services staff is essential to the success of the post.  Strong motivational skills are essential as is the ability to support change whilst maintaining positive working relationships with staff and colleagues.

Developing and maintaining positive working relations with service users and ‘customers’, including clinical group teams, other operational and senior managers of the organisation, University and outside bodies, is key as is the general ability to ‘market’ the service positively.

Key Links

Internal
Associate Director of Facilities
Head of Catering
NHST Patient Catering Manager
Retail Catering Business Manager
Operational and Support Service Managers
Catering Staff
Estates department Staff
Supplies/Procurement Staff
Nutritional and Dietetic Managers and Staff
Staff of NHS Tayside

External
Professional organisations
University/College personnel
Environmental Health
Scottish Healthcare Supplies
Suppliers to NHST


	11. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical
· Occasional requirement to move stock and equipment weighing up to 15kg. Standing for excessive periods whilst monitoring systems.  Perform repetitive tasks that require co-ordination and dexterity. 
· Lift and transport moderately heavy containers of hot foodstuffs. Using culinary experience (use of knives), to cover in cooks’ absence on very high-profile events

Mental
· Frequent concentration required when compiling/processing reports, financial / staffing information correctly and timeously for up to an hour at a time. Frequent interruptions to deal with staff / service issues or complaints where work pattern is unpredictable.  Frequent requirements to work to strict guidelines.

Emotional
· Occasional exposure to highly distressing or emotional circumstances, i.e. staff welfare, monitoring of staff performance, discipline, complaint handling (patient, staff, public). Coping to achieve targets within time restraints whilst working to budgetary demands.  Complaint handling (patient, staff, public) with a diplomatic and tactful demeanour.
· Coping to achieve targets within time restraints.

Environmental
· Frequent exposure to kitchen temperatures, humidity, noise and smells. Use of VDU equipment with no available natural lighting.  Working within an environment with no natural or mechanical ventilation.  
· Verbal aggression e.g. dealing with irate staff and members of the public. E.g. staff with personal and emotional problems


	12.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Professional educational qualification to City & Guilds 706/1, 706/2 or equivalent together with a recognised supervisory qualification. Trained in Advanced Food Hygiene Diploma in a large-scale environment
· Previous experience working as a Head Cook/Supervisor is essential.
· A knowledge of therapeutic diets is required.
· Knowledge of work procedures, practices and equipment for a catering service.
· Understanding of a range of work procedures and practices, which require expertise within a specialism or discipline, underpinned by theoretical knowledge or relevant practical experience.
· Budget management skill
· Innovative marketing and merchandising skills
· Motivational skills
· Ability to work on own initiative and as part of a team
· Decision making ability
· Time management and the ability to work to strict deadlines
· Ability to manage performance and establish appropriate deadlines amongst colleagues
· Evidence of continuing professional development
· IT Skills
· Ability to maintain and develop service standards and monitor and evaluate systems
· Ability and knowledge to maintain formal quality control and quality assurance standards and procedures
· Ability to manage resources with agreed financial limits
· Provide leadership to ensure continuous development of service standards and staff
· Coaching and counselling skills
· Skills required to provide on the job and refresher training for all staff
· Presentation skills

Postholder should have a sound knowledge or be trained to carry out the following: -
· HR Policies and Procedures including Disciplinary, Grievance, Promoting Attendance at work
· Coaching and Counselling Skills
· Leadership Skills
· Food Hygiene Management and Legislation
· QIS Standards
· Dietary and Nutritional Issues
· Audit Scotland Requirements
· Have a knowledge of the Health & Safety Policies and work procedures
· Have a knowledge of COSHH, HAACP, Manual Handling policies, guidelines and procedures


	13.  JOB DESCRIPTION AGREEMENT

	
A separate job description will need to be signed off by each job holder to whom the job description applies.

Job Holder’s Signature:

Head of Department Signature:   

(I confirm this Job Description accurately reflects the duties and 
responsibilities of the postholder and does not impact upon any other 
postholders role) 

	




Date:

Date:



image1.jpeg




