
 

Job Description 

Job Title: Chef Manager 

Location: Cadbury College (Main Base),  
Other Sandwell College Catering locations if required 

Responsible To: Director, Capital Projects, Estates and Facilities 

Department: Estates & Facilities - Catering 

Job Purpose: To supervise Cadbury College catering operations. 
To be responsible for the business systems of Cadbury College to 
include food costing, ordering and stock control. 
To provide food costings and portion control to ensure agreed gross 
profit levels are met. 
To be responsible for till and vending machine cash and receipts 

Salary Grade: 4.22 

Salary: £19,000.00 

Contract Type: Permanent 

 

MAIN DUTIES AND RESPONSIBILITIES 

1. To effectively manage the catering delivery at Cadbury College, delivering an excellent 

high quality service. 

2. To cook and prepare all meals and snacks for the main college refectory, ensuring 

menus are innovative, nutritious, current and meets the needs of the customers. To 

source best quality food within the given budgets using local and seasonal produce 

wherever possible. 

3. To control the budget for the purchasing and ordering of food achieving profit margins 

and controlling other costs associated within the college catering facilities. 

4. Motivate and train Catering Assistants as required to ensure that they provide a high 

quality services for students, staff and visitors 

5. To accurately account for the receiving, recording and storing of all food and drink 

6. To accurately account for the receiving, recording and storing of monies 

7. To accurately record purchasing invoices 

8. To undertake monthly stock checks and accurately record this information. 

9. To be responsible for the catering team and manage any staffing issues effectively, 

escalating to Director, Capital Projects, Estates and Facilities if required. 

10. To ensure all due diligence to HACCP and allergen legislation is adhered to at all times. 

11. To ensure compliance with the requirements of food hygiene regulations, Health & 

Safety, COSHH regulations, risk management practices and financial regulations. 

12. To maintain the highest levels of cleanliness and hygiene in all areas of the catering 

facilities. 

13. To regularly gain feedback from students and staff to further develop and enhance 

service provision. 

14. Continually review your responsibilities and performance to achieve the best results 

15. To be prepared to work within any of the wider Sandwell College outlets if required. 

16.  Any other duties commensurate with the level of the post, which may be required from 

time to time. 

 



 

 

 

17. Responsible for safeguarding and promoting the welfare of students, children, young 

people and vulnerable adults. 

18. To set an excellent example in terms of leadership and standards of behaviour. 

Standard Clauses – all Job Descriptions 

 To comply with the College’s policies and procedures 

 To comply with Cadbury College’s safety policy and other safety procedures and 

guidelines are deemed part of the job description. Employees must look after their 

own Health & Safety and welfare and be mindful of other persons who may be 

affected by their acts. 

Safeguarding Students and Vulnerable Adults  
 
Cadbury College has a statutory and moral duty to ensure that the College functions with a 
view to safeguarding and promoting the welfare of students and young people studying at the 
College. The post holder will be required to commit to the College safeguarding policy and 
promote a safe environment for students and young people learning within the College.  
 
All posts are subject to enhanced Criminal Records Bureau disclosure, however, having a 
criminal record will not necessarily bar you from working with us, and this will depend on the 
nature of the position and the circumstances and background of your offences.  
 
Equal Opportunities and Diversity  
 
All employees of Cadbury College are required to promote equality of opportunity and diversity 
in all aspects of the job. Specifically, the jobholder will be required to promote racial equality, 
and ensure that colleagues, students and other clients are treated with respect and are not 
subject to any form of discrimination.  
 
Health and Safety  
 
It is the responsibility of all employees to co-operate with the College management in meeting 
the objectives of providing a healthy and safe place of work. Therefore, all staff must carry out 
their work with reasonable care for the health and safety of themselves and other people. 
Accidents or near misses must be reported and safe working procedures must always be 
followed.  
 

1. Duties will inevitably develop and change as the work of the College changes to meet 
the needs of our service. Employees should therefore expect periodic variations to 
job descriptions, Cadbury College reserves this right. This job description will be 
supplemented on a regular basis by individual objectives derived from College 
strategies.  

2. Where an applicant or existing employee is, or becomes, disabled (as defined by the      
DDA) and informs the College fully of their requirements, reasonable adjustments will 
be made to the job description wherever possible.  

 
GENERAL TERMS AND CONDITIONS OF POST  

Working Hours:  36 hours per week as required  
Probation Period:  Six months subject to periodic reviews  
Special Conditions of the Post:  Some weekend and evening work may be 

required and cross college working in 
different Campuses.  

 



 
Person Specification 
 

Job Title: Chef Manager 

Department Estates & Facilities - Catering 

 
The specific qualifications, experience, skills and values that are required for the role are 
outlined below. You should demonstrate your ability to meet these requirements by 
providing clear and concise examples on the application form. Each criteria is marked 
with whether it and essential, desirable requirement and at which point in the recruitment 
process it will be assessed. 
 
Methods of Assessment: 
A = Application Form, I = Interview, T = Test or Assessment, P = Presentation, C = 
Certificate 
 

Shortlisting Criteria Essential Desirable Method of 
Assessment 

 

1 Qualifications  

1.1  English and Mathematics at level 2 or 
above  

X  A/C 

1.2  Relevant Technical professional level 2 
qualification. 

X  A/C 

1.3  Basic Food Hygiene certificate X  A/C 

1.4  Specialist qualifications that may support 
application 

X  A/C 

2 Experience  

2.1  Relevant up to date knowledge of catering 
and hospitality 

X  I 

2.2  Relevant experience, knowledge and 
understanding of cooking in the catering, 
hospitality and food manufacture sector. 

X  I 

2.3  Experience of working positively with 
young people and adults 

 X I 

2.4  Experience of operating a 
refectory/canteen facility 

 X I 

2.5  Experience of producing a range of 
produce to a high standard within a short 
period of time 

E  I 

2.6  Experience of training and development 
of a catering team 

E  I 

2.7  Experience in managing food costs and 
understanding cost margins. 

E  I 

2.8  Ability to follow Food Hygiene systems 
and monitor due diligence records. 

E  A/I 

2.9  Experience of operating an PC till & 
system 

 X A/I 

2.10  Experience of working to tight deadlines 
with positive outcomes. 

 X A/I 

2.11  Ability to use own initiative and create 
opportunities for upselling products. 

 X I 



3 Skills/Abilities  

3.1 Professional and Technical Knowledge 
Has full command and use of relevant 
professional/technical knowledge and job 
related knowledge and skills. 

X  I 

3.2 Interpersonal and Communication skills. 
Relates effectively to others, both one to one 
and in teams, able to manage a team. 

X  I 

3.3 Customer and service skills 
Able to effectively and positively deal with 
customers and increase sales through 
effective retailing. 

X  I 

3.4 Critical Thinking  
Ability to make sense of complex issues, 
identify and solve problems and to think on 
one’s feet. 

X  I 

3.5 Self-Management and learning 
Ability to maintain appropriately directed 
energy and stamina, to exercise self-control 
and to learn new behaviours 

X  I 

3.6 Enduring Resilience 
Continually exuding optimism and a ‘can do’ 
attitude. 

X  I 

 
 


