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DAVID ALLEN

CUMBRIA’S POLICE, FIRE
AND CRIME COMMISSIONER






Cumbria Office of the Police, Fire and Crime Commissioner
HAY JOB PROFILE

Job Title:
HQ - Catering Supervisor  FILLIN “Enter job title” 

Salary Scale:   Scale 2 £25,278 pro rata plus honorarium of £29.21 a month (Based on 32.5 hours a week) 
Department:     Estates 
 FILLIN “Enter department” 
Reports To:
    Catering Team Leader  
Location:
    Based in Police Headquarters, Carleton Hall, Penrith 
 FILLIN “Enter location” 
	
All employees must ensure compliance with the Cumbria Constabulary Health and Safety Policy, and all other relevant statutory Health and Safety Legislation.

This job profile has been written primarily for evaluation purposes and may not detail some less major duties allocated to the postholder, nor cover duties of a similar nature, commensurate with the grade, which may from time to time be reasonably required by the relevant manager.





This is a politically restricted post, and reference should be made to the Office of the Police, Fire and Crime Commissioner’s politically restricted post policy.  

1. JOB PURPOSE
1.1 To support, organise and deliver an efficient, high-quality catering service by assisting in the planning and development of seasonal menus, ordering and controlling stock, preparing and serving food to agreed standards, and always ensuring excellent customer service.

1.2 To supervise Catering Assistants in the day-to-day operation of the catering facility, ensuring all opening and closing procedures, food safety standards, and service requirements are consistently achieved.
1.3 To contribute to the commercial success and continuous improvement of the catering operation through the promotion of services, delivery of special events, and implementation of best practice in food service delivery.
2. PRINCIPAL ACCOUNTABILITIES 

2.1 Operational Delivery

· Prepare, cook and serve meals in accordance with approved recipes, food safety standards, portion controls and customer requirements.

· Support the development and implementation of seasonal menus that deliver quality, value for money and customer satisfaction.

· Ensure the efficient day-to-day operation of the catering facility, maintaining service standards and responding effectively to operational demands.

2.2 Supervision and Leadership

· Supervise Catering Assistants, providing guidance, support and direction to ensure service standards are maintained.

· Allocate daily tasks and monitor performance to ensure all duties are completed efficiently and effectively.

· Promote a positive team culture based on professionalism, collaboration and customer care.

2.3 Stock Control and Financial Responsibility

· Assist with ordering, receiving, checking and storing stock in accordance with food safety and stock management procedures.

· Undertake stock control activities, including stock rotation, inventory checks and stock take.

· Ensure the secure handling, recording and reconciliation of cash in accordance with financial procedures.

· Monitor stock usage and minimise waste to support budgetary and environmental objectives.

2.4 Health, Safety and Compliance

· Ensure compliance with all relevant Food Hygiene, Health & Safety, COSHH and statutory regulations.

· Maintain high standards of cleanliness, hygiene and food safety throughout all catering areas.

· Conduct routine checks to ensure equipment is safe, operational and fit for purpose.

· Report equipment faults, health and safety concerns, accidents and incidents promptly and in accordance with organisational procedures.

· Lead by example in promoting a safe working environment for staff, customers and visitors.

2.5 Customer Service and Service Development

· Deliver an excellent customer experience by providing a professional, friendly and responsive service.

· Develop positive working relationships with customers, staff, suppliers and visitors.

· Take an active role in promoting the catering facility and increasing customer engagement through events, initiatives and promotional activities.

· Respond appropriately and professionally to customer feedback, helping to drive continuous service improvement.

2.6 Training and Development

· Attend and complete mandatory and role-specific training requirements.

· Support the induction, coaching and development of Catering Assistants where required.

· Maintain knowledge of current catering legislation, food safety requirements and industry best practice.

2.7 Flexibility and Business Support
· Provide support for planned events and emergency catering requirements outside normal working hours when required.

· Drive pool vehicles for the transportation of food, equipment and supplies in accordance with organisational policies.

· Work flexibly across multiple locations within Cumbria to meet service needs.

· Undertake any other duties commensurate with the grade and responsibilities of the post.

3.
DIMENSIONS
         The post holder plays a key role in delivering a professional catering operation and is expected to exercise initiative, judgement and responsibility within established procedures. The role contributes directly to customer satisfaction, food safety compliance, financial control and the overall reputation of the catering service.

         The post holder is responsible for supervising catering staff, maintaining operational standards, supporting service development and ensuring compliance with all statutory and organisational requirements.

4.
KEY FEATURES
4.1 Framework and Boundaries

     The post holder will:

· Comply with all relevant legislation, organisational policies and procedures.

· Demonstrate commitment to the organisation's values, standards and behaviours.

· Promote equality, diversity and inclusion in all aspects of service delivery.

· Maintain confidentiality and comply with data protection requirements.

· Take personal responsibility for health, safety and wellbeing within the workplace.

4.2
Important Working Relationships


Working with the catering assistant and forging a good team working ethic

Everyday contact with customers fostering a warm atmosphere.

Contact with members of the public, delivery personal.

Regular contact with the Catering Team Leader and Facilities Manager to develop a robust working relationship
4.3
Major Challenges

· Delivering a high-quality catering service within budgetary and resource constraints. 

· Balancing food production, customer service and supervisory responsibilities during busy periods. 

· Maintaining food safety and compliance standards while meeting customer expectations. 

· Managing competing priorities and responding effectively to changing operational needs. 

· Leading and motivating staff to achieve service excellence.

5. ORGANISATION CHART
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Agreed by Post Holder:

Date:



Line Manager:

Date:



Head of Department/

Division:

Date:


OFFICE OF THE POLICE, FIRE AND CRIME COMMISSIONER
PERSON SPECIFICATION
JOB:
HQ - Catering Supervisor
LOCATION:  Based in Police Headquarters, Carleton Hall, Penrith
POST No:  FILLIN “Enter post no.” 
	
	ESSENTIAL


	DESIRABLE

	Experience 
and
Knowledge
Skills & competencies required.
Eg Geographical knowledge of the area, familiarity with certain legislation.

	Experience working, preparing and cooking food within a catering, hospitality or food service environment.
Experience supervising or supporting staff within a team environment.
Knowledge of Food Safety, HACCP, COSHH and Health & Safety legislation.
Excellent customer service and interpersonal skills.
Cash handling and recording. 

Ability to organise workloads, prioritise tasks and meet deadlines.
Ability to work under pressure while maintaining quality standards.
	Knowledge of food and nutrition
Experience of menu planning and stock management.



	Education 
and
Training
General education
Specialist training

	Must be able to read and understand written instructions, health and hygiene notices

	Level 2 Food Hygiene & Safety qualification preferred but not essential


	Circumstances

Eg:  Driving licence/mobility
Shift working 
Unusual/irregular working hours

	Full UK Driving Licence.
Working at other sites around Cumbria (if requested)
Provide support for planned events and emergency catering requirements outside normal working hours when required.


	


