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Job Description

Job Title:	Executive Chef 
Department:	Catering
Accountable to:	Head of Catering
Responsible for:	Head Chef, Sous Chefs, Chefs, Storeman,
	Kitchen Porters

Purpose of the job:

To be responsible for the overall success of the main Kitchen operation. To liaise with the Head of Catering, Deputy Catering Managers, Front of House team, Catering Administrator and other School staff.

Context:
[bookmark: _GoBack]Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 820 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.
Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.
Values and Behaviours:
The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. In particular we aspire to the following standards of behaviour for the Stowe community.
The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 
Key Responsibilities and Accountabilities:

· To continually meet the culinary expectations of pupils, old stoics, staff, conference delegates. club and society dinners, wedding receptions and special functions.  
· To manage all the kitchen areas to ensure a consistent high quality produce is produced.
· To ensure sanitation and food standards are achieved.

Key Tasks:

1. Managing Kitchen Production and Delivery/Storage Areas

· To be responsible for the day to day operation of the School’s main kitchen, goods-in, and chemical storage area.

· To oversee the preparation and cooking of a diverse range of meals, maintaining excellent standards of food quality, whilst striving to continually improve and develop the food offer with energy, passion and enthusiasm.

· To work alongside the Head Chef and manage the kitchen team, ensuring the staffing levels meet the operational needs of the School at all times, understanding staff members’ positions well enough to delegate or perform duties in their absence.

· To oversee the Kitchen Porter team to ensure excellent standards of cleanliness, sanitation and food/chemical storage, are maintained throughout the department and across School.

· To visibly outline and communicate to the kitchen team the day to day menu offer, planned production numbers, daily tasks to be carried out and recipes to be used.

· To plan kitchen production numbers effectively to limit wastage.

· To plan and develop all menus with input from the Head Chef and wider kitchen team, taking into account different customer expectations and their dietary needs, offering variety, innovation and value for money. A commitment to providing a variety of interesting food for vegetarians and other special diets is important.

· To work alongside the Head of Catering to develop a costed menu and hospitality package suitable for the varying needs of the School and its commercial business.

· To be responsible for the planning and purchase of all food and beverage products used within the kitchen for the day to day business, all large events and across the wider School, seeking competitive pricing and optimal quality.

· To ensure efficient use of food, minimising and recording all wastage and reporting wastage cost to the Head of Catering on a monthly basis.

· To oversee the receipt of goods, checking quality is at its best when necessary.

· To comply with current legislation and ensure all Food Safety and HACCP policies and procedures are followed, including overseeing the maintenance of temperature records using HACCP principals; to take full accountability for Food Safety procedures.

· To report immediately all kitchen, servery and surrounding area damages and breakdowns of equipment, utensils and fabric to the maintenance department (where appropriate) via the School intranet system, or to the contracted Catering maintenance supplier.

· To attend all large School events and significant dinners.

2. Ensuring Excellent Food Quality

· To work alongside the Head of Catering and Head Chef to develop a costed recipe system, setting and showing clear food presentation standards, to give consistency across a number of services and dishes.

· To work with the Head Chef and kitchen team to determine how food should be presented, sharing your vision, passion and knowledge with the team.

· To stay ahead and up to date with food trends, working with the team to bring innovation and creativity to various food offers across School, attending trade exhibitions and conferences to gain new ideas and implementing new trends where appropriate.

· To monitor and oversee the food quality within kitchen production, coaching and demonstrating sound kitchen techniques and skills to the team.

· To listen and respond to pupil feedback, working with the Head of Catering to continually improve and adapt the food offer to meet the changing needs of the customer base. 

3. Team Leadership

· To take a ‘hands-on’ approach, give clear direction and set out expectations to the kitchen and Kitchen Porter team.

· To lead by example providing inspiration and motivation to the team, demonstrating appropriate behaviours to build mutual trust and respect between team members.

· To use excellent communication and interpersonal skills to influence the team to give their best whilst carrying out their duties.

· To work with the Head Chef to communicate with the kitchen team on a regular monthly basis via a minuted team meeting

· To undertake ongoing management of performance via the PRPD process for the kitchen team, highlighting good performance and identifying areas for development that will benefit team members and the wider School; creating a training development plan to meet these needs which is used as a working document.

· To coach and develop the kitchen team providing constructive feedback on a regular basis to ensure its growth and wellbeing, encouraging team work, high performance and loyalty. 

· To empower staff to take responsibility, be accountable and carry out their duties to the high standard required.

· To have an "open door" policy and address staff problems or concerns.

4. Administration, Cost Control and Development

· To work with the Head of Catering to source and implement a robust ordering and procurement system which offers value for money and delivers effective cost controls.

· To use an electronic booking system to update all event menus in a timely manner. 

· To support the Head of Catering with project management activities to facilitate service and operational changes.

· To demonstrate a clear understanding of effective menu cycle planning, portion control, purchasing, and managing and controlling wastage.

· To be responsible for the kitchen team rotas and working patterns which include monthly timesheets.

· To record all staff sickness and holiday and inform the Head of Catering on a monthly basis.

· To form part of the weekly team briefing meeting, updating the whole Catering team with appropriate communications. 

· To undertake the safeguarding induction in relation to the KCSIE document guidelines, with all new employees within the first week of employment. 

· To respond to emails and enquiries in a timely and appropriate manner.

5. Additional Responsibilities

· To work closely with the Food Service team to ensure quality, standards and expectations of the School are met on a daily basis and brings about improvements in service levels.

· To inform and/or update the Head of Catering, peers and team on relevant information in a timely manner.

· To maintain the highest standards of personal hygiene, presentation befitting the role.

· To attend and participate in all pertinent meetings as required.

· To undertake any other appropriate tasks as requested by the Head of Catering or another senior School officer.

6. Hours of work	

An average of 40 hours per week, although the post holder is expected to work the hours required to fulfil the responsibilities of the post. Weekend and evening working is required.

Date agreed:  March 2019















































Person Specification
The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:
	Attributes
	Essential
	Desirable

	Qualifications
	· Formal catering qualification C&G 706 1 /2 and 3 or equivalent 
· A minimum of Level 3 food safety 
	· Allergen Training 
· Health and Safety Qualification 
· Level 4 food safety 

	Specialist Skills & Experience
	· Leadership experience in a large kitchen for at least five years
· Volume catering experience
· Banqueting/ fine dining experience
· Excellent organisational skills
· Excellent leadership/man management skills
· Sound IT skills in Microsoft Excel, Word and Publisher
· Customer/client liaison 
· Purchasing experience and supplier liaison
· Extensive menu planning 
· Experience working with an electronic recipe data base and costing system
	· School catering experience
· Front of house management
· Electronic food ordering experience 


	Personal Qualities
	· A willingness to work unsocial hours and flexible shifts within a working pattern
· Has a positive “can do” attitude.
· Recognizes a superior quality product, food presentation and flavour, and has the ability to instil these fundamental qualities within the team.
· Articulate in both written and oral communication 
· Works calmly under pressure
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