[image: A picture containing text

Description automatically generated]
Job Description

	Job Title
	Team Leader

	Department
	Campus and Commercial Services

	HR Ref No.
	

	Role Code
	ATLC

	Grade
	OS5?

	Base location
	Chester

	Reports to
	

	Direct reports
	

	Date created
	



Job purpose 

The purpose of this role is to work successfully within the Catering Services team primarily in the front of house areas providing a catering service to students, staff, visitors, conference delegates and high-class functions. You will be required to report directly to the Head of Hospitality and Events and assist in the daily planning, and supervision of the front of house teams.

The role will also ensure that the department meet the requirements of the Food Safety Act; these tasks will include overseeing and monitoring the Universities HACCP process, staff development and to provide a managerial role in the absence of the Head of Hospitality and Events.

The University’s Catering Services department primarily provides residential students with 3 meals a day, 7 days a week.  The service is extended to include non-residential students, staff and visitors to the University.  The department also provides a high standard of both service and provision for conference business which increases dramatically during the student vacation periods, and special functions which occur throughout the year.


Key duties and responsibilities

· To assist the Catering Co-ordinators and Catering Operations Manager with the management of the catering staff and customers.
· To help supervise the catering assistants with their daily duties.
· To assist on ensuring that the catering assistants have their correct rest/break periods.
· To ensure that all working policies within Catering Services are being adhered to.
· To ensure all staff are always well presented.
· To be a designated signatory for all deliveries.
· To report back on any problems with deliveries.
· To take charge when Catering Co-ordinators are out of the department.
· To set up, serve and clean down in the serveries.
· To clear tables, wash up and put away items/equipment from the dining areas/serveries and kitchen.
· To maintain cleaning and hygiene standards as laid down, using materials and equipment provided.
· To prepare basic foods.
· To maintain departmental cleaning and hygiene standards at all times and ensure that correct cleaning materials and methods are used.
· To serve hot and cold meals as required.
· To prepare and serve tea/coffee trays and working lunches to the senior management and committee/staff meetings as required.
· To assist with special functions, parties, weddings etc. as may be required from time to time, these functions will require waiting on skills.
· To place orders through the caternet computer system 
· To take temperature readings from the fridge/freezer twice daily.
· To be familiar with and always conform to the University Health & Safety Policy.
· To carry out non-routine duties as directed by the Catering Services management.
· To operate a register and be responsible, for transactions through the till.
· To report all maintenance faults to management.
· Any other duties as may be reasonably requested by management


· In addition to the above, undertake such duties as may reasonably be requested and that are commensurate with the nature and grade of the post.


General duties 

· To uphold and comply with all University’s policies and procedures, including those relating to: 
· Equality, diversity and inclusion
· Health and safety
· Data protection and IT security 
· Safeguarding
· Sustainability 

· To support the creation of a culture that is highly performance focused and built on a foundation of fairness, diversity, belonging and inclusivity.


Person Specification 

	Job Title
	TEAM LEADER 
	Role Code
	ATLC



The person specification details the qualifications, skills, experience or other attributes needed to perform the job. 

Essential criteria are those, without which, a candidate would not be able to do the job. Applicants who do not clearly demonstrate in their application that they possess the essential criteria will normally be rejected at the shortlisting stage.

Desirable criteria are those that would be useful for the candidate to possess and will be considered when more than one applicant meets the essential requirements. 

Methods of assessment:
A = Application Form, I = Interview/Assessment Tests, P = Pre-Employment Checks

	Selection Criteria
	Essential (E) or
Desirable (D)
	Assessed via

	QUALIFICATIONS
	
	

	NVQ Level 2 qualification or equivalent (eg GCSE, CSE) 

	Essential

	Application/Certificate


	NVQ Level 3 qualification in a related subject (or willingness to work towards)
	Essential

	Application/Certificate/ Interview

	Full driving licence
	Desirable
	Application Form/ Licence

	Basic Food Hygiene Certificate
	Desirable

	Application/Certificate


	KNOWLEDGE AND EXPERIENCE
	
	

	Experience of working in a catering or similar environment
	Essential

	Application/Interview


	Experience of waiting on

	Desirable

	Application/Interview


	Experience of supervising staff

	Essential
	Application/Interview

	SKILLS AND PERSONAL ATTRIBUTES
	
	

	The ability to work effectively with others as a competent team member
	Essential
	Application/Interview

	The ability to prioritise and use resources effectively

	Essential
	Application/Interview

	Effective communication skills

	Essential
	Application/Interview

	Customer Service experience 

	Essential
	Application/Interview

	To be able to remain calm

	Essential
	Interview

	To be able to demonstrate adaptability, flexibility and teamwork
	Essential
	Application /Interview

	Good standards of personal hygiene
	Essential
	Interview

	To be able to listen and understand direction
	Essential
	Interview





















Role Evaluation 

This section only needs to be completed if a role needs to be evaluated i.e. if it is a new role or the role has changed significantly. 

WORK PERFORMED AND/OR KEY RESULT AREAS:

Please use these sections and headings to provide examples of what will be required for effective performance in the job.  Remember to include all the information requested below.  Please refer to the University Behavioural Framework to ensure the job description reflects the core competencies required for the role.  

	1. Communicating Effectively (Communication)	

	
· Responsible for answering routine enquiries on a daily basis related to the work of the Catering department. 
· Following written instructions.
· The role holder will be required to communicate with the Catering Coordinators providing clear and accurate information using both oral and written formats relating to the day-to-day operation of Catering staff on a regular basis. 
· Deputises for the Catering Co-ordinators in their absence, coordinating and supervising the work of the Catering Assistants. Assist the Catering Co-ordinators with COSH, HACCP and allergen matrices.
· On a day-to-day basis the role holder is responsible for the co-ordinating and communication to stakeholders regarding any allergen information.
· The role holder will be required to feedback progress of tasks set by the Catering Operations Manager. 






	2. Leadership and Working Collaboratively (Teamwork and Motivation)  

	
· To be an effective member of the Catering team.
· To help in the supervision of all Catering assistants in completion of all their daily duties.
· To assist to ensure all Catering assistants have their required rest/refreshment breaks.
· The post holder will check that staff are wearing appropriate uniform and PPE; ensure all areas are clean and fit for use; allocate and discuss work for the day, including any health and safety issues ensuring staff are capable of carrying out given tasks competently. 
· Undertakes and supervises work with the team, including serving food to customers.
· On a daily basis the role holder will be responsible for ordering catering provisions through the online ordering system
· The post holder will organise workload around sickness and annual leave, prioritising resources and staff accordingly.






	3.  Liaison and Networking 

	
· To liaise with other team members, students, visitors & other members of university staff.
· Generally there would be interaction with fellow workers, students, contractors, conference delegates and all users of the Catering facilities on a day-to-day basis. 





	4. Delivering a High-Quality Standard of Service (Service Delivery) 

	
· To provide a high level of customer service to all customers, including students, staff & visitors to the Catering department.
· Maintains the standards of the University’s Catering services ensuring all COSH, HACCP, allergen information and hygiene standards are maintained. 
· The role holder would be responsible for reporting maintenance issues, pest control issues and delivery shortages to the Catering Co-ordinators.
· Promoting the quality of service and upholding the values of the University to external clients at events eg weddings, graduation 
· Ensuring there is an excellent customer service experience through continued engagement with stakeholders. This evidenced via the customer experience QR code.
· Ensuring we meet the University’s sustainability policies by using/buying products which adhere to this and promoting sustainable practices with the customers eg sustainable cup scheme.





	5. Effective Decision Making 

	
· The role holder is required to provide advice or contribute to the decision making of others which have a marginal impact i.e. to advise customers on what food is available, to ask other members of the team to assist them with their tasks if necessary, to have an input in the weekly team briefing. 
· When dealing with complaints, to take independent decisions on how to respond and resolve.  
· Is the designated key holder for the Catering outlets whilst on duty and will make sure everything is locked and secure each day. 
· The post holder will keep a check on stock levels and place orders when necessary.
· Ensure that staff are following financial procedures eg PCDIS regulations.





	6. Planning and Organising Self and Others  

	
· To carry out the required duties as determined by the Catering Coordinators and Catering Operations Manager, with some flexibility to respond to the changing priorities of the role. 
· A flexible approach to working hours will be needed.
· The post holder will demonstrate to staff the processes and procedures in the Catering outlets  
· In emergencies/adverse events complete the operational report eg RIDOR  
· The post holder would be responsible for return-to-work interviews within the Catering front of house team.  	
· 	Any other reasonable work as requested and which is consistent with the scope and purpose of the role. 




	7. Innovation and Improvement 

	
· To resolve standard problems arising, with reference to the Catering Coordinators.
· To resolve issues re faulty equipment, low stock levels
· Feedback regularly on staff and customers suggestions.
· Monitor menu choices and adapt, alter as required within operational constraints.





	8. Analysis and Research

	
· Is not a requirement for this role.





	9. Sensory and Physical Demands

	
· The role holder must have a good level of general fitness as they are on their feet most of the day.
· Some lifting/carrying eg stock and catering equipment.
· Hot and noisy environment.





	10. Pastoral Care and Welfare 

	
· The role holder will be required to show sensitivity to colleagues and customers and initiate appropriate action, referring on to the appropriate person.	





	11. Work Environment 

	
· Standard for dining room and kitchen conditions.
· Hot and noisy environment.
· Be able to adapt to different Catering outlets, external functions. 





	12. Team Development  

	
· The role holder is required to advise or guide new members of the team on standard information or procedures.
· The role holder will give instructions to the Catering Assistants on a daily basis reporting to the Catering Coordinators. 
· The Team Leader will be expected to work on their own initiative, choosing and directing the work of the team, supervising work methods.
· Liaise with the Catering Coordinators and Catering Operations Manager to promote University policies and agendas with regard to Sustainability and Biodiversity.  
· The post holder would be responsible for the team’s adherence to the University and departmental Health and Safety policies including COSSH, HACCP ensuring they are followed at all times.  




	13. Teaching and Learning Support  

	
· To induct new team members, and up-date team members on any new procedures & practices.





	14. Knowledge and Experience 

	
· The role holder is required to be aware of basic principles and practices, have an understanding of the systems and procedures which directly impact on their own work and be supervised or work closely with colleagues she/he can turn to for support.

· See person specification, below, for more details.





Organisation Chart:  





Head of Hospitality and Events. 


Operations Manager (Commercial).
OS8
1 X FTE


Catering Co-ordinator.


Operations Manager.


Food Production Co-ordinator.


Chefs.


General Assistants.


Assistant Chefs.


Assistant Baker.


Events Administrative Co-ordinator.



Bar & Retail
Supervisor.
1 X FTE


Team Leader.


Team Leader.


Team Leader.


Team Leader.


Catering Assistant.
Warrington


Catering Assistant.
Marris


Catering Assistant.
Thornton


Catering Assistant.
Shrewsbury


Shop.


Shop Assistants.


Bar Staff.


Catering Assistant.
Chester


Catering Co-ordinator.


Food Production Co-ordinator.


Administartive Assistant/Finance.


Administrative Assistant
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