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Glasgow




	Position:
	Assistant Catering Manager (BC)

	Job Family/
Grade/Level:
	Catering/Grade2/CAT2A

	Purpose
	Preparing, cooking and serving a selection of straightforward meals 

	Summary 
of Role:
	Reporting to the Catering Manager , the main duties and responsibilities are:-

· Preparation, cooking and serving of food including special dietary requirements.
· Completion of relevant paper work and records.

· Financial management.

· Stock management.

· Reporting of any repairs required.

· Adherence to all relevant legislation.

· Staff training and supervision.
· Responsible for the daily operation of the kitchen in the absence of the catering manager.
· Clear communication skills.
· Supporting catering manager in reaching targets.

· Co-operating with the introduction of new procedures and/or new equipment/technology associated with the role. 

· Any other duties appropriate to the post in line with the needs of the business.

This position is subject to membership of the Protection of Vulnerable Groups (PVG) Scheme.

Note: - This is a summary of the role and may be altered to reflect the changing needs of the business.



	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
and Training
	
	· Basic food hygiene qualification and/or equivalent vocational qualification. 
	( Application Form

( Certificates


	Skills
	· Ability to prepare, cook and serve complete dishes in line with straight forward pre planned menus (including dietary requirements and semi prepared meals)

· Ability to set daily tasks for team members and instruct in basic kitchen, cooking and catering skills

· Ability to operate and instruct in the use of industrial kitchen equipment e.g. mechanical knives and fryers.
	· Relevant level of IT skills.


	( Application Form

( References

( Interview

( Assessment

	Knowledge
	· Can carry out basic stock control and replenishment in order to minimise shrinkage and wastage 

· Ability to monitor food and health and safety standards and maintain required records, ensuring compliance with legislation and regulation

· Ability to reconcile cash transactions in accordance with cash handling procedures

· Knowledge of basic cooking techniques in volume and time dependant situations. 
	
	( Application Form

( References

( Interview

( Assessment


	COMPETENCIES
	INFLUENCING (L1)
	COMMUNICATING (L1)
	EVIDENCE 

	Core Area:

Personal Effectiveness
	· Confident and assertive when putting views across to other people

· Backs-up any suggestions with facts

· Prepared to stand by views, even if others challenge them

· Adapts the way they talk to people to make sure they understand.
	· Speaks clearly and calmly, and is tactful

· Good listener

· Makes sure that people have understood, and they know to pass the message on to others

· Writes clearly, when needed, and in a way that people can understand

· Sorts out information appropriately, and writes, or inputs, it correctly.
	( Application Form

( References

( Interview

	COMPETENCIES
	SELF DEVELOPMENT (L1)
	DECISION MAKING (L1)
	EVIDENCE

	Core Area:

Personal Effectiveness
	· Knows what results need to be achieved, and how to achieve them

· Keeps up-to-date with any changes in the skills and knowledge needed

· Joins in with any training required
· Tries to develop career.
	· Finds out what information is needed, and then gets it, to make the right decisions in the time given

· Asks other people for their opinions

· Knows when to refer to line manager.
	( Application Form

( References

( Interview


	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Other


	· Shows an enthusiastic and positive manner

· Has an ability to work alone or as part of a team

· Demonstrates a flexible approach to the needs of the business

· Prioritises the needs of the customer
· Can demonstrate the ability to deal with confidential matters where appropriate.
	
	( Interview



	COMPETENCIES
	COLLABORATION (L1)
	COLLABORATION (L1)
	EVIDENCE

	Core Area:

Providing Excellent Customer Service
	· Works with other people to find ways of solving problems

· Works flexibly and is happy to help other employees.
	· Backs-up team decisions and supports the aims of the team.
	( Application Form

( References

( Interview

	COMPETENCIES
	ATTITUDE (L1)
	ATTITUDE (L1)
	EVIDENCE

	Core Area:

Managing Change
	· Happy to be told about new ideas and ways of working
· Tries hard to do things the new way, when things change.
	· Able to cope with change and handle situations that seem unclear

· Does not mind being interrupted in the middle of a task.
	( Application Form

( References

( Interview
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