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Job Description

Kitchen Manager

Purpose Of The Post
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Responsible For

Liaising with
Pupils, Academy staff and visitors, parents, Trust Officers, delivery people, contractors, 
Academy Councillors, Trustees, environmental health officers.

Requirements of the Post
Employees are encouraged to participate in training activities in order to enhance their own 
personal development.

All employees of a school have a responsibility for promoting and safeguarding the welfare 
of children and young people. 

The following employment checks are required:
- Evidence of entitlement to work in the U.K.
- Evidence of essential qualifications –
- Two satisfactory references
- Confirmation of medical fitness for employment
- Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a 
school or working with vulnerable young people and adults:
- Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS

- May be required to work at other Trust kitchens.

• To provide an outstanding and cost-effective meals service to Trust staff, pupils and 
visitors.

• To ensure the smooth running of the kitchen within Oyster Park Primary Academy

• Preparation and service of food within the school
• Maintaining the required hygiene and safety standards within the kitchen and food 

service areas
• Ensuring that services provided meet the required standards, including demonstrating a 

high standard of customer service 
• Managing the kitchen and catering staff
• Encouraging pupils to make good nutritional choices in their school meals 
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Preparation and service of food
- Preparation and cooking of food, following correct recipes and methods.
- Ensure deliveries are received, checked and stored in the correct manner.
- Ensure that the food is portioned and garnished correctly for service
- Prepare/batch cook meals.
- Assist in the service of food, including operation of tills, demonstrating the highest standards 
of customer service. 
-Prepare and serve buffets within the school as required.
- Maintain high standards of health and safety within the catering areas, complying with all 
necessary regulations. 
- Assist with the provision of meals in the case of emergency feeding. 

Maintaining the working environment 
- Ensure accurate stock control following agreed procedures, conducting the monthly stock
check. 

- Report via the agreed methods any item which has broken down or needing repair, or any
major damage to the kitchen or eating areas.

- Undertake the cleaning and equipment and the fabric of the kitchen itself, following the
cleaning schedule. Sourcing cleaning equipment and supplies. 

- Ensure that the servery and eating areas are correctly set up for service every day. 
- Carry out risk assessments daily within the kitchen, as necessary. 

Management and Administration
- Undertake administration completing necessary records or documentation as directed. 
- Checking invoices and delivery notes against orders, filing paperwork and submitting copies

for payment
- Undertake the ordering of food and consumables. 
- Undertake price adjustments and alter them on the computer ordering system in conjunction
with the catering manager

- Ensure all maintenance of equipment inventory. 
- Management and catering supervision of the staff. 
- Act as a role model for other catering staff, inspiring and motivating them to provide the best
possible service. 

- Conducting return to work interviews and reporting sickness for catering staff. 
- Promote the ‘marketing culture’ among staff and pupils to ensure take up of meals.
- Arrange theme events as required. 
- Collaborative working with the catering manager and other kitchen manager. 
- Maintain a high standard of customer care and pass on customers views or concerns to the
Catering Manager as appropriate. 

- Ensuring menus are planned in line with dietary requirements and allergens.
- Make recommendations for improving the catering service. 
- Planning menus and calculating quantities required.  

Main (Core) Duties
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Whilst every effort has been made to explain the main duties and responsibilities of 
the post, each individual task undertaken has not been identified. 

Employees will be expected to comply with any reasonable request from a 
manager to undertake work of a similar level that is not specified in this job 
description.

Employees are expected to be courteous to colleagues and provide a welcoming 
environment to visitors and telephone callers.

The Trust will endeavour to make any necessary reasonable adjustments to the job 
and the working environment to enable access to employment opportunities for 
disabled job applicants or continued employment for any employee who develops 
a disabling condition.

The job description is current at the date shown, but, in consultation with you, may 
be changed by the Head of HR/CFO/the Trust to reflect or anticipate changes in 
the job commensurate with the grade and job title.

• Attend meetings and training sessions as required
• Comply with all policies and procedures including child protection and 

safeguarding, health and safety, confidentiality and data protection. 
• Play a full part in the life of the school community, to support its distinctive 

mission and ethos and to encourage staff and students to follow this 
example. 

• Carry out any other tasks as are commensurate with the duties and 
responsibilities of the post. 

Additional Duties

Other Specific Duties
• To continue personal development
• To engage actively in the performance review process 



Person Specification
Kitchen Manager

Essential Criteria

• Self-motivated, proactive and able to work on own initiative
• Ability to build and form effective working relationships with a wide variety of people at all

levels inside and outside the organisation
• Ability to organise, supervise and motivate staff
• Ability to cope well under pressure
• Attention to detail and an ability to maintain momentum when undertaking routine tasks
• Flexible and willing to undertake a wide variety of duties within the scope of the role
• Well-presented, with the ability to give a positive and professional impression of the school

and wider Trust
• Good planning and organizational skills
• Able to make decisions and communicate effectively.

Knowledge
• Good level of numeracy and literacy 
• Hygiene and safe food practices
• Practical cookery and food presentation 

Qualifications & Experience
• Level 2 Award in Food Safety or willingness to achieve this.
• Recognised catering or cookery qualification, preferably equivalent to NVQ Level 2 in 

Hospitality and Catering. 
• Manual handling training or willingness to undertake this
• Willingness to undertake training on use of equipment, including cashless catering system.
• Level 1 Health & Safety or willingness to achieve this.
• Level 3 Food Hygiene
• Safe cleaning & control infection training or willingness to undertake this.

Experience
• Previous experience of working in a high-volume catering environment
• Use of ICT systems/programmes

Physical Skills
• Ability to prepare and cook food 
• Manual skills required eg furniture moving, cleaning
• Job involves standing/walking/ bending. 

Other Competencies & Skills Required
• Ability to complete documentation required within the kitchen to a good standard
• Good customer service skills
• Ability to use word processing software and an internet-based ordering system
• Good standard of written and spoken English
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Desirable Criteria

Knowledge
• Good awareness of Healthy school standards
• Detailed knowledge of the requirements for catering establishments relating to 

hygiene and food safety 

Qualifications & Experience
• NVQ Level 2 Customer Service.
• Level 2 Award Manual Handling
• Level 3 Award in Food Safety
• Allergens Training
• NVQ Level 4 in management

Experience
• Previous experience working in school catering
• Previous experience of managing or supervising staff
• Previous experience of stock ordering and management

Person Specification
Kitchen Manager



Recruitment Process

Advert posted with job 
description and person 
specification.

Candidates invited to 
look around if desired.

Shortlisting process.

Candidates invited to 
interview, and 
references requested.

Interview days may include a 
task or teaching example 
depending on the role.

Offer made to 
successful candidate(s).

Pre-employment 
checks completed.

Start date and 
induction period. 
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