
 

 

POST TITLE:    Multi-Academy Catering Manager 

POST RESPONSIBLE TO: Multi-Academy Operations Manager 

SALARY SCALE:   Grade 8  

DIRECT REPORTS:                     6 

Statement of Purpose 
 
Christ the King Catholic Collegiate (CtKCC) is a Multi-Academy of 6 schools providing in-house catering.  
The post holder will have responsibility to lead and develop an efficient and effective catering service 
across our Academy sites and is committed to the provision and improvement of quality service. 
 
Key Tasks 
 
Catering Provision 
 

 To have overall responsibility for the planning, management and provision of nutritionally balanced 
school meals taking into account national initiatives and best practice and to have control over the 
quality of service offerings to customers. 

 
 To ensure a consistent approach to healthy eating across the Multi Academy Company, supporting 

children’s education, health and well-being and monitor the quality of the product and service 
provided. 

 
 To develop and deliver menus in line with the Multi Academy Company’s requirements including 

costings, allergens, quantities and to adopt a resourcing strategy which provides a range of healthy 
food choices by sourcing products locally whilst engaging in ethical trading. 

 
 To ensure the in-house catering provision meets legislative requirements and company policies 

and procedures, i.e. Food Standards UK, Health and Safety, COSHH, Food Hygiene.   
 

 To be skilled in the cooking, preparation and presentation of meals and to advise and support all 
catering staff in these areas including special dietary meals. 

 
 To manage the catering service to ensure the service provided across the schools meets the 

company needs and delivers customer satisfaction to a high standard. 
 

 To play an active part in identifying opportunities for both the development of the service and 
improvements to ensure both a cost effective and quality service. 

 
 Contribution to and implementation of a development plan for the service delivery and for business 

opportunities for the CaterKing brand. 
 

 To actively promote and manage a marketing programme whilst maximising sales and customer 
satisfaction.  

 
 To ensure that any defects or breakdown of equipment are dealt with in a timely manner. 

 
 To develop strategies to increase sales and adopt a best practice inclusive and sustainable 

approach. 
 



 
 To build and maintain positive working relationships with pupils, staff and Senior Management. 

 
 To be creative and developing new ideas to keep the children interested in exploring different foods 

including organising themed menus and ‘taster days’. 
 
Managing Staff 
 

 Carry out the induction and training of new catering staff. 
 

 To develop skills and infrastructure by identifying training needs and ensuring the appropriate 
training of staff is provided as required. 

 
 To carry out regular briefings with the catering teams on current organisational and academy 

issues. 
 

 To be responsible for performance management and continual professional development of 
catering staff and succession planning. 

 
 To assess staffing needs and advise on staff arrangements including recruitment, induction training 

and other staffing related issues, such as managing performance and attendance. 
 

 Manage and co-ordinate staff absence and cover within the catering teams to ensure effective 
service delivery across all sites. 

 
Managing Resources and Procurement 
 

 To liaise with suppliers to ensure the quality of provisions meets company requirements. 
 

 To be responsible for the procurement of goods and services for both catering and catering-
related cleaning and to adhere to the CtKCC Financial Regulations. 

 
 To ensure a stock control and monitoring system is implemented and maintained. 

 
 To ensure budgetary targets are met by appropriate costing of menu items, ordering of foodstuff, 

managing stock and equipment and control of labour costs. 
 

 To ensure that maintenance agreements for all equipment are current and arrange for the 
necessary checks at renewal. 

 
 To undertake routine checks of equipment, cleaning material, stationery, and uniform. 

 
 Assist with the production of tender documentation for capital projects. 

 
Operational and Financial 
 

 To be responsible for the accurate cost control of catering revenue and expenditure. 
 

 To be part of the central services team and to represent the catering units at a senior level. 
 

 To be responsible for the accurate recording of meal numbers including paid pupil/staff meals, 
UIFSM and free pupil meals and to reconcile as part of the month end financial procedures. 

 
 To complete financial reports on the performance of the catering budget (including catering trading 

balances) and to provide other reports as required to Academy Managers and the CFO. 
 

 To achieve best value without compromising quality and to monitor budgets and supplier spend as 
required. 

 



 
 Adhere to existing and new working practices, methods, procedures and respond positively to 

new and alternative systems including Schoolgrid and the till systems. 
 

 Management of the operational process appertaining to the cashless dining systems including 
maintenance and management of the annual service updates. 
 

Health & Safety 
 

 To ensure compliance with agreed Health & Safety Policy and COSHH regulations with regard to 
foo, equipment, materials and general safety. 

 To ensure the safe operation of kitchen equipment at all times. 
 To ensure that necessary repairs to kitchen equipment are reported immediately and repairs 

arranged. 
 To ensure that all kitchen units are clean and free from hazards. 
 To undertake regular Risk Assessments. 
 To ensure that all accidents and incidents are reported. 
 To ensure the security of the catering area at all times. 
 To be responsible for the regular inspection and maintenance of the first aid box and arrange 

replenishment as necessary. 
 To ensure that all catering staff maintain high standards of cleanliness, personal hygiene and 

appearance.  
 To ensure a work environment that protects people’s health and safety and that promotes welfare 

and which is in accordance with the Health and Safety policy. 
 
Professional Accountabilities  
 
This list is not exhaustive and should reflect the ethos of the school and be able to perform other related 
duties as required to meet the on-going needs of the organisation. 

  
The post holder is required to be aware of and comply with policies and procedures relating to child 
protection, health, safety and security, confidentiality and data protection, reporting all concerns to an 
appropriate person.  In addition, they are to contribute to the achievement of the academy’s objectives 
through:  
 
Safeguarding 

 Promote and safeguard the welfare of children and young persons you are responsible for or come 
into contact with. 

 
Financial Management  

 Personally accountable for delivering services efficiently and effectively and within budget and to 
implement any approved savings and investment allocated to the service area.  

 
People Management  

 To comply and engage with people management policies and processes 
 Contribute to the overall ethos/work/aims of the Multi-Academy.   
 Establish constructive relationships and communicate with other agencies/professionals. 
 Attend and participate in regular meetings.  
 Participate in training and other learning activities and performance development as required.  
 Recognise own strengths, areas of expertise and use these to advise and support others.  

 
Equalities 

 Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, 
as a minimum to standards required by legislation.  

 
Climate Change  

 Delivering energy conservation practices.  
 
 



 
 
 
  



 
Person Specification 

Multi-Academy Catering Manager 
 
 

 
Criteria 

 

 
Measured by 

 
  

Experience 
 

 Proven experience managing a kitchen in a catering service 
environment. 

 Strong and effective leadership and management skills. 
 Good business acumen  
 Ability to drive forward change and motivate staff. 
 Effective communication and influencing skills. 
 Experience of catering management in a multi-site 

commercial/business and industry sectors 
 Experience of staff supervision  
 Experience of stock management in a kitchen environment 
 Excellent client liaison / relationship building skills are vital for this 

role. 
 Experience of recruiting, leading and successfully managing a 

team. 
 

 
 

AF/ I 
 

  
Qualifications/Training 
 

 At least 2 year’s experience of working at a strategic level in a 
medium/large catering establishment. 

 Level 3 qualification in Catering & Food Preparation (or equivalent) 
 Advanced Food Hygiene Certificate 
 City & Guilds relevant qualification or equivalent 
 Level 4 Food Safety or equivalent 
 Knowledge of Health & Safety Legislation 
 IT proficient 

 

 
 
 

AF/I 

  
Knowledge/Skills 
 

 Knowledge and understanding of marketing and income 
generation. 

 Knowledge and understanding of health and safety requirements. 
 Knowledge of nutritional guidelines. 
 Knowledge of HACCPs and COSHH 
 Proficient ICT skills (including Microsoft packages) 
 Excellent communication, organisational and administrative skills. 
 Ability to effectively present written and verbal information to a 

variety of audiences. 
 Full working knowledge of relevant policies/codes of 

practice/legislation 
 Ability to organise and motivate other staff 
 Ability to plan and develop systems 
 Ability to relate well to children and adults 
 Able to deal with and prioritise multiple demands on time and work 

well under pressure 
 Strong commitment to: 

 The aims and objectives of the organisation; 
 The principles of continuous development 

 
 

AF/I 



 
  

Behavioural Attributes 
 

 A ‘can-do’ attitude, prepared to assist the team. 
 Customer focused 
 Has a friendly yet professional and respectful approach which 

demonstrates support and shows mutual respect with all 
stakeholders. 

 Understands each Academy school’s needs and can adapt 
accordingly.  

 Accepts, supports and quickly implements change. 
 Identifies and promotes best practice and encourage the sharing 

of ideas 
 Proactively seek opportunities to increase job knowledge and 

understanding 
 Requires minimum supervision 
 Identifies and overcomes barriers and manages risks. 
 Provides timely, sensitive and honest feedback on performance 
 Is committed to the continuous development of self and others by 

keeping up to date and sharing knowledge, encouraging new 
ideas, seeking new opportunities and challenges, open to ideas 
and developing new skills. 

 Is committed to the provision and improvement of quality service 
provision. 

 

 
 

AF / I 

 
AF = Assessed at Application Form        I = Assessed at Interview           
 
 
 

 
 

 

 

  


