
 

BATH AND NORTH EAST SOMERSET COUNCIL  

JOB DESCRIPTION  

SCHOOL: St John’s Catholic Primary School 

POST TITLE: Cook in Charge GRADE: O 

RESPONSIBLE TO: Catering Management Service and School Line Manager 

DATE:  July 2018   

 
1. Purpose of Job 
 
The primary purpose of this post is to be responsible for the provision of a quality 
catering service in accordance with service needs.  To include planning, ordering 
supplies, preparation and cooking of nutritionally balanced meals, budget control 
together with the supervision of staff allocated to work within the kitchen area. 
 
The postholder will comply with the Department for Education statutory school food 
standards.  These school food standards are to ensure that food provided to pupils 
in school is nutritious and of high quality; to promote good nutritional health in all 
pupils; protect those who are nutritionally vulnerable and to promote good eating 
behaviour. 
 
The postholder will contribute to the everyday general management and 
development of the Team both in terms of services provided and objective setting 
ensuring maximum effectiveness and efficiency at all times.    Working in 
accordance with the School’s Vision and Values, policy and other objectives.  In 
particular to ensure that the school’s Health and Safety Policy and Child Protection 
Procedures are adhered to. 
 
2. Principal Accountabilities 
 
a) Departmental 
 
1. With the line manager and Catering Management Service participate in the 

formulation of detailed Team objectives and policies. 
 
2. With the line manager and Catering Management Service ensure the 

effective and efficient implementation of School policies and the 
achievement of the School’s objectives, including financial ones. 

 
3. To contribute to co-operative working across services in accordance with the 

/School’s Vision and Values.  To contribute to cross-service initiatives as 
required. 

 



4. To assist in ensuring the service is responsive to community needs, needs 
of service users and that equal opportunity and health and safety issues are 
identified and addressed effectively. 

 
5. To assist in ensuring effective external and internal working relationships are 

established and maintained with organisations and agencies relevant to the 
work of the team.                            

 
6. To ensure effective and accessible communication with staff, service users, 

the general public and others as appropriate. 
 
b) Functional    

 
1. To be responsible for the preparation, cooking and production of an 

imaginative range of nutritionally-balanced dishes in line with the 
commitment to the Food for Life Partnership Scheme. To assist with menu 
planning and nutrition analysis. 
 

2. To be responsible for the provision of food, in accordance with service 
requirements, including menu planning, portion control, food preparation and 
cooking.  To include the provision of special catering needs i.e. dietary, 
preferences of service users and emergency feeding when required. 

 
3. Where appropriate to the service, to ensure that service users have every 

opportunity to request their preferred choice of food, that all catering staff 
are aware of this and that access to food and snacks is available throughout 
the 24 hour period and to ensure safe delivery of food to service users at the 
place of their choice. 

 
4. To undertake the organisation and supervision of food service areas. 
 
5. To undertake the supervision of staffing including allocation of duties, work 

rotas and basic routine training and induction of the Catering Assistants in 
basic kitchen duties and in the safe use of general and specific catering 
equipment. To include responsibility for the supervision, recruitment and 
employment of temporary staff and completion of relevant documentation as 
required. 

 
6. To ensure and monitor the hygiene, health and safety in the kitchen and 

surrounding areas.  To include reporting on the condition of equipment and 
the arranging repairs as appropriate, supervising, participating and 
maintaining appropriate records of routine cleaning tasks. 

 
7. To supervise, monitor and maintain records of daily fridge and freezer and 

food temperatures in accordance with Food Hygiene Regulations and Health 
& Safety policy. 

 
8. To supervise, monitor and safely use chemicals as appropriate to a food 

preparation area in accordance with COSHH regulations.   
 



9. To be responsible for ensuring that adequate stocks and supplies are 
maintained, rotated and recorded. 

 
10. To be responsible for ensuring that records are kept of all orders placed with 

suppliers, to ensure, in conjunction with the line manager, effective budget 
management and control. 

 
11. To undertake the operational control of food service points and where 

appropriate transported meals. 
 
12. To be responsible for the security, health and safety of the kitchen and 

associated areas and to supervise and be involved in the completion of risk 
assessments as appropriate.  To include responsibility for accurate reporting 
of any hazardous or potentially hazardous situations. 

 
13. To be responsible for, or where appropriate provide assistance to, official 

catering commitments.  
 
14. Where appropriate, to be responsible for the security of the floats for cash 

tills and taking appropriate readings, counting the money and checking the 
cash slips for the cash tills immediately at the end of service. 

 
15. To participate in regular quality review systems, as appropriate. 
 
 
3. Qualifications Knowledge & Experience 
 
 Essential 
 
 A valid food hygiene certificate. 
 A basic level of literacy and numeracy. 
 Ability to communicate clearly and work as part of team. 
 
 Desirable 
 A City & Guilds 706 or equivalent qualification in catering. 
 
 Previous experience of providing catering in the following or similar 

environments e.g. care home, day care centres, hostel, hotel, restaurant, 
school or other establishment where large scale catering is undertaken. 

 
 Ability to understand and provide a balanced nutritional diet to service users. 
    

 
4. Dimensions 
 

Number of staff managed :    The postholder will be required to  
  supervise two Catering Assistants 

  
Departmental budget :    None  
Section budget :    Unit costing 



 
5. Physical Effort 
 
At certain points of the day the postholder will be expected to undertake bending 
and lifting in the course of their duties e.g. lifting trays of food in and out of the oven 
and to the service area, moving food stores following deliveries. 
 
6. Working Environment 
 
75% of the postholder’s time will be exposed to heat and steam during cooking 
periods. 
 
7. General 
 
The postholder will be expected to undertake any appropriate training provided by 
School to assist them in carrying out any of the above duties. 
 
Protective clothing must be worn at all times.  Protective head gear need only be 
worn if working in the kitchen and service area. 
 
The postholder may be required to handle small amounts of cash as and when 
required. 
 
The postholder may be required to work in another catering unit, within a 
reasonable travelling distance if necessary. 
 
The postholder will be required to maintain high standards of confidentiality at all 
times. 
 
This school is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment.  It is 
an essential requirement that all staff are aware of the school’s safeguarding 
procedures. 
 
The postholder will be expected to contribute to the protection of children as 
appropriate, in accordance with any agreed policies and/or guidelines, reporting 
any issues or concerns to their immediate line manager. 
 
The postholder will be expected to undertake any appropriate training provided by 
the As this post holder will be working in regulated activity, an Enhanced 
Disclosure and Barring Service (DBS) check will be required prior to 
commencement of employment.  Individuals will be expected to provide details of 
their Disclosure as soon as they receive it or if they are registered with the DBS 
Update Service to have given their permission for the Authority to access their 
online record. 
 
The postholder will be required to promote, monitor and maintain health, safety and 
security in the work place.  To include ensuring that the requirements of the Health 
& Safety at Work Act, COSHH, and all other mandatory regulations are adhered to 
 



This job description may be reviewed from time to time and amended after 
discussion with the post holder.  It does not from part of the written particulars of 
employment of the post holder. 
 
This job description only contains the main accountabilities relating to the posts 
and does not describe in detail all of the duties required to carry them out. 
 



 


