
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Deputy Catering Manager 
Closing date: 17 March 2025 

Interviews: Week commencing 24 March 2025  
 

Required from April 2025
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https://www.youtube.com/watch?v=PlsIJfuqxMM
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The Catering Department is headed by our Catering Manager who leads a team 
comprising of the Deputy Catering Manager, Junior Sous Chefs, Chef De Partie, Commis 
Chefs, Front and Back of House Supervisors, Food Services Assistants and Kitchen 
Porters. 

 

Food is our passion and sits at the heart of the school. We ensure the quality and 
variety of our ingredients and use local produce wherever possible. All of our menus are 
based on homemade food. The same level of care and dedication is applied by our chefs 
and supporting front of house service teams 
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Reporting into the Catering Manager, the Deputy Catering Manager will be responsible for 
managing and developing the catering department’s food and beverage activities, including 
overseeing staff, aiding with food and beverage menu standards, ensuring food quality and 
freshness, and monitoring the ordering and stocking of all catering supplies to ensure meal 
quality and consistency by following designated recipes.   
 

The role of Deputy Catering Manager is an essential link in ensuring the smooth running of the 
kitchen and restaurant operation. Working to tight timescales whilst being flexible and 
understanding of school activities, the role requires a team player but also someone that can 
work with all catering team members in a harmonious and co-operative manner to maintain a 
good working and professional atmosphere. 
 

This role will be responsible for two Junior Sous Chefs (Back of House/Kitchen), one Food 
Service Assistants Supervisor, one Retail Supervisor and various junior catering staff.    
 

 

The Hours 

 

The post is full time, 52 weeks per year and the working hours are 40 hours per week, 
7.00am - 3.30pm, Monday to Friday (30 minutes unpaid for lunch).    
 

Holidays for a full-time candidate are 27 days per year, which must be taken during the 
school holidays, as well as 8 Bank Holidays. This position requires a level of flexibility 
so the successful applicant will be expected to work additional time after hours as 
required to meet the school needs. They may also be required to work occasional 
weekends. 
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Person Specification: 
 

 Essential Desirable 

Education 
NVQ Diploma in Professional Cookery Level 2  
 
Intermediate food hygiene certificate 

NVQ Diploma in Professional 
Cookery Level 3 
 
Advance food hygiene certificate 

Experience 

Experience in catering busy, large scale 
operation 
 
Previous kitchen budget control experience 
 
Restaurant experience 
 
Evidence of training staff in group sessions or 
on a 1-2-1 basis 
 
Evidence of cost controls 
 
Menu costing experience 
 
Recruitment experience 
 

A proven working knowledge of English and 
continental cookery 

 
A flair and enthusiasm for cooking with fresh 
quality ingredients 

Culinary arts or culinary 
management 

 

Hotel and hospitality management 
experience 

 

Banqueting experience 

 
Previous experience 
demonstrating good management 
and effective co-ordination of a 
kitchen and a restaurant team in a 
large-scale operation 
 

Skills 

Evidence of ability to cope under pressure, in a 
calm and efficient manner to set deadlines 
 
Excellent organisational skills 
 
Excellent interpersonal skills with both kitchen 
and restaurant management 
 
Word, Excel and Outlook IT skills to basic 
level 
 
HACCP, Risk Assessments and Manual 
Handling experience 

 

Personal 
Qualities 

Ability to motivate a team 
 
Customer service attitude 
 
Flexible and adaptable 
 
Responsible for your own personal continuing 
professional development 
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Below is a summary of the key responsibilities of the Deputy 
Catering Manager. 

 

Food and Beverages Production 

• Supervise all food and beverage preparation and presentation to ensure quality and 
restaurant standards. 

• Supervise all catering outlets that they operate in a timely way that meets quality standards. 
• Provide guidance to the Junior Sous Chefs and Supervisors, including, but not limited, to line 

manage cooking, food and beverage preparation. 
• Supervise the food and beverage provision for functions and events. 
• Ensure all work is carried out in a tidy, well organised and orderly manner. 
• Monitor the quality of the product and service provided. 

 

Hygiene Health and Safety 

• Follow Bancroft’s food policy and ensure this is communicated and acted upon amongst the 
food and service production teams. 

• Ensure that health and safety regulations are strictly observed, recorded and archived. 
• Identify and inform any breaches of hygiene, health and safety requirements to the Catering 

Manager. 
• Ensure that employees, agency staff and visitors comply with Bancroft’s School food policy 

 

Menu Planning 

• Plan / assist the Catering Manager with menu creation with both lunch menus and hospitality 
menus. 

• Plan menus in consultation with chefs. 
• Submit all menus to the Catering Manager in a timely manner and by the time required. 
• Maintain a portfolio of information of past events and information useful for future events 

and menus. 
• Participate in any measures agreed to promote better food choices amongst pupils and staff. 

 

Ordering, Receipt and Storage of Goods 

• Oversee and organise kitchen and restaurant stock and ingredients. 
• Ensure orders are submitted to suppliers on a timely basis and within supplier requirements. 
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• Supervise all goods delivered and ensure they are checked to comply with the goods 

received procedure. 
• Supervise all goods and ensure they are stored in compliance with good practice and safety 

procedures and in line with hygiene procedures. 
• Ensure and carry out stocktakes of storerooms of all catering outlets. 

 

Budget and Financial 

• Ensure that food and service production complies with budget and financial requirements. 
• Manage food and product ordering by keeping detailed records and minimises waste with 

existing systems. 
• Assist with all catering outlets on supply ordering, budget and staffing. 
• Ensure costs of purchases used for special events are allocated to that function and, if 

appropriate, fall within the cost quoted. 
• Keeping to budgets and maintaining financial and administrative records. 
• Assist with the payroll. 

 

Management of Personnel 

• Work with the Catering Manager to maintain organisation, staff ability, and training 
opportunities. 

• Ensure all catering staff have the required skills to undertake their jobs. 
• Report any adverse performance and conduct concerns to the Catering Manager and agree 

the strategy for dealing with it. 
• Ensure all management of personnel complies with Bancroft’s procedures and Statutory 

requirements. 
• Hire and train new employees to restaurant and kitchen standards. 
• Organise staff rotas. 
• Adhere to any school rules and requirements including, but not limited to, signing in and out 

of work. 

 

Other 

• Deputise for the Catering Manager as required. 
• Take charge of the entire catering operation during the Catering Manager’s absence. 
• Attend regular meetings and training courses as directed by the Catering Manager and/or 

Bancroft’s. 
• Carry out any other responsibilities as may be reasonably requested
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Closing Date for applications: 17 March 2025 

Interviews: Week Commencing 24 March 2025 

https://www.bancrofts.org/about-us/employment-opportunities/

