

JOB DESCRIPTION




JOB TITLE:		Cook


DEPARTMENT:	Catering (Facilities)


RESPONSIBLE TO:   	Catering Manager



PRINCIPAL PURPOSE OF JOB

To provide a professional, friendly and efficient service to all users at St Luke’s, promoting choice, privacy, dignity and fulfilment of all clients needs.

To prepare food for patients, staff and visitors to St Luke’s.  Responsible for delegating and overseeing a team of Catering Assistants.  Ensure catering standards are achieved and maintained in accordance with statutory and Hospice Regulations.  
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2.  SPECIFIC DUTIES AND RESPONSIBILITIES

RESPONSIBILITIES:	


1. To demonstrate a positive, enthusiastic, committed and flexible attitude towards customers and other team members, recognising the importance and benefits of effective team working.

1. To ensure the smooth running of the kitchen, whilst on duty, and liaise with the kitchen assistants with regard to their various duties on the rota

2. To undertake menu planning with the Catering Manager and to follow menus on a monthly basis

3. To liaise with Nursing Staff for any special dietary needs ensuring all dietary requirements and allergies are well catered for.

4. To oversee, prepare and serve all meals in accordance with specified menus.

5. Cater for staff requests, Driftwood Cafe and other functions – to include buffets 

6. Ensure that all freezers and stores are regularly checked i.e. temperatures, cleanliness, updating and rotation of product/stock.

7. Undertake ordering of products when required using preferred suppliers and ensuring   that all stock ordered comply with scheduled menus.

8. Ensure that all freezers and stores are locked at the end of the day

9. Oversee washing and cleaning of floors, utensils, work surfaces and other kitchen equipment to ensure that necessary Hygiene, Health and Safety standards are maintained and adhered to.

10. To provide ensite baked/prepared products for sale in the Driftwood Cafe (eg scones, cakes and traybakes)

11. To monitor the diary for functions and events to ensure prior planning and preparation.

12. At all times maintain the confidentially of Information in respect of patients, families, visitors and other staff.

13. Assist the Catering Manager in the development and the training of new staff

14. Ensure Safer Food Better Business manual is adhered to, and completed meeting compliance

15. Adhere to all Hospice rules and with particular regard to Health & Safety, Food & Hygiene and Infection Control policies.

16. Any other duties commensurate with the grade of the post including a requirement to work additional and/or varied hours and these will involve covering weekends, bank holidays (including Christmas), sickness and annual leave as and when required.

17. To ensure all assistants are trained competently, safely and correctly in the use of all kitchen equipment.


COMMUNICATION AND RELATIONSHIPS

1. To communicate to catering staff, the need to deliver meals promptly

2. To communicate to staff in a positive and upbeat manner.

3. Communicating with staff and patients on a daily basis, to achieve the best results for St Lukes.

4. To communicate with delivery drivers when stock arrives, and sign for the delivery once checked.

5. To liaise with nursing staff to ensure any special dietary requirements are known and catered for.

KNOWLEDGE, TRAINING AND EXPERIENCE

     1.	Food Hygiene Certificate Level 2 is required 

2. Previous experience working in a busy kitchen providing and cooking meals for a diverse group

3. Experience of inputting into menu design/meal planning.

4. Able to display patience and politeness within sometimes a pressurised environment

4.	Experience of overseeing staff would be a distinct advantage.

1. To go on courses as and when required to enhance skills and when required by law.

1. NVQ Level ll or equivalent in food preparation would be desirable

1. Good interpersonal and customer facing skills, able to empathise and maintain professionalism even under pressure.

1. Able to communicate with customers and colleagues at all levels of seniority and liaise effective with internal departments

1. To have enthusiasm and passion for providing an excellent service

PLANNING AND ORGANISATION

1. Ensuring delivery notes are accounted for when stock arrives

2. Ensuring records of orders are passed to the Catering Manager correctly signed and checked.

3. Ensuring that staff levels are sufficient for the shifts. 

4. Ensuring that the patient menu is completed in the morning in a timely and orderly manner.

5. [bookmark: _Int_rjvb6NbG]Ensuring the patients food is ready for serving at set meal times for both patients and staff

6. To ensure that an jobs are reallocated to enable smooth running of the department when affected by staff shortages. 

RECORD KEEPING

1. Ensuring patient menus and staff menus are updated daily 

2. Ensure the correct paperwork is available and completed each day for the Catering Assistants to be able to carry out the patient menu and kitchen procedures.

3. Ensuring that at any time, reasonable comparisons can be made from delivery notes to stock levels. (Allowing for present stock being used)

4. Ensuring staff only carry out the jobs they are qualified for and under 18’s do not use equipment they are not allowed to.

5. Ensure all temperature readings for the fridges are noted and logged to comply with statutory legislation


Health, Safety and Wellbeing
1. St Luke's Hospice is committed to providing a safe, healthy and supportive environment for everyone who comes into contact with our services, including patients, families, carers, visitors, employees, volunteers, contractors and members of the public. All employees and volunteers are responsible for taking reasonable care of their own health, safety and wellbeing, and that of others who may be affected by their acts or omissions. Individuals must comply with Hospice policies, procedures and standard operating procedures (SOP's); participate in mandatory training; use equipment and resources safely; report hazards, accidents, incidents, aggression, property damage and near misses; and co-operate with the Hospice in fulfilling its legal, regulatory and organisational responsibilities.
1. Those with management or supervisory responsibilities are additionally expected to promote a positive safety culture, ensure appropriate risk assessments and control measures are in place, provide suitable training and supervision, and support the ongoing health, safety and wellbeing of employees and volunteers. In carrying out these responsibilities, all individuals are expected to uphold the Hospice values of Compassion, Respect, Integrity and Professionalism, ensuring that safety and wellbeing remain fundamental to everything we do.
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At the heart of everything we do




