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Job Description

Job Title:

Senior Catering Supervisor 
Responsible To:
The Catering Manager / Assistant Manager
Duties & Responsibilities:
In General: Assist Catering Management Team within the unit to ensure a smooth operation and excellent customer service. 

1. Administration: Weekly Unit Paperwork / Risk Assessments / Training Records / Order Sheets / Daily Check Sheets - making sure all daily check forms are completed and available i.e. temperature checks, start of day checks, end of day checks / General administration duties as required / Maintenance Requests & Reporting Procedures
2. Cash Handling: Petty Cash Control / Cashing Up / Basic Accounting / Safe Checks / Change Orders / Operating the Tills / Ensure that till procedures are followed correctly.
3. Stock Control: Assist with Stock Ordering / Stock Takes / Cut Stock Losses / Control Stock Holding / Portion Control / Quality Control.
4. Health & Safety: Make sure that every thing applies to Health and Safety Act. i.e. Health and Safety notices for staff and customers are up where needed, equipment is in a safe and good working order, products is stored in a correct manner, in date and prepared in the correct manner to insure a safe work environment. Comply to Health and Safety Regulations to assure safe work environment. 
5. Adhere to Basic Food Hygiene Guidelines at all times.
6. Adhere to company Rules and Regulations.
7. COSHH: Must have a good knowledge of COSHH (Control Of Substances Hazardous to Health) to check all arias i.e. chemicals stored correctly in safe place and all chemicals are labeled and used in a right and safe way.

8. Staff Training: Basic Health and Safety and COSHH training, use of machinery, product knowledge, daily running of unit and teamwork.         

9. Assist with Promotions ideas and the running of it and sales targets i.e. suggestive selling to increase sales, ideas for new products through customer and seasonal demand, promotion on slow moving items to reduce stock wastage. 

10. Assist with all general running of unit i.e. waitress, counter sales, food preparation
11. Customer Service And Support: Our Customer Service is of prime importance to us; please answer any questions the public may make. If you don’t know the answer, direct them to someone who can help. Smile, be polite and attentive to customers. Assist in any way to guarantee high levels of customer satisfaction and service. Deal with customer complaints in a good professional manner and interact with customers to insure that they are satisfied.

12. Attend training sessions as required / Working individually and as part of the Catering Team / Lead team by example.
13. First Aid: Administer first aid only if you are a trained member of staff, should an accident occur alert the named first aider (if this is not you), be aware of where the first aid points are and always take a member of the public to them.  Ensure ALL accidents to both staff and the public are recorded in the Accident Report Book.
14. Lost Children: Deal sympathetically with lost children, alert your manager /supervisor and try to establish the name of the child and that of their parent/guardians, so as to be able to make an announcement over the PA system. 
15. Ensure that the All Catering Areas appears presentable and tidy at all times – picking up all litter when seen, cleaning and sweeping up on a regular basis. Setting up food counters for service and cleaning down after service.
16. Throughout service times maintain stock levels in all areas. Stock Rotation and Temperature Controls and Portion Controls.
17. Key Holder - Responsible for Opening Up And Locking Up.
18. Carry out any other duties as directed by your manager.
19. Maximize Productivity and Labor Resources.

20. Assist with any other duties within the unit to ensure a smooth operation / End of day checks.
21. Catering areas you would be required to work in: Snorty’s Bouncing Barnyard Restaurant / Spinning Jenny Shoppers Restaurant / Café Lavender Blue / Farmhouse BBQ / Gold Rush Snacks / Ice Cream Parlour Hatton Refreshment Van / Kitchen. Other areas you might be required to work in: Farm Park Kiosk / Snorty’s Bouncing Barnyard.
22. General Cleaning: Table clearing and sanitising / Clean and empty service trolley’s / Clean and empty bins regularly. Refuse disposal / Clean and sanitise highchairs / Wipe food trays and keep tray stand stock up / Stocking up condiments areas and keep clean and tidy / Cleaning up any spillages / Sweeping and mopping and dusting of food areas / Toilet checks during the day / Cleaning of staffroom and storage areas.


Signe: _____________________________                           Date:_________________
Hatton Country World 


Catering








Please Note That You Might Be Asked To Assist With Other Duties (On Top Of These Duties), As Required








