	Post Title
	Food & Diet Coordinator
	Pay Grade
	Grade 3

	Service Area
	Adults & Health
	Line Manager
	See ASC Ops Structure Charts

	Location
	Short Breaks Services
	Job Family
	Operational Services

	DBS Check Required?
	Yes
	
	



	Section 1: Job Purpose and Job Context

	To plan and produce nutritionally balanced meals in accordance with national guidelines, to lead the kitchen team and to ensure safety and hygiene at all times.


	Section 2: Main Responsibilities and Duties

	Main responsibilities:
· Overall safety, hygiene and quality in relation to food preparation, storage and serving
· A clean and well run kitchen, in which equipment is taken care of in terms of general cleanliness and advising on any faults or need for maintenance
· Attractive and high quality meals that are healthy and suitable for people’s needs
· Awareness of specific dietary needs (inclusive of food allergies) and ensuring that provision is sufficient and appropriate for these
· Records are accurate and up to date
· Food plans are delivered and produced adhering to budget for food
· Good feedback from customers about the quality of the meals and of the service they receive
· Leadership of the kitchen team, encouraging team working and shared responsibility for safe food handling and upkeeping the highest standards of hygiene
· To perform all the functions of the post consistent with current legislation and within the policies standards and procedures established by the Council
· To take responsibility for all the functions of the post within the boundaries of delegated responsibility

Duties:
· Planning and organising menus taking dietary needs into consideration
· Ensuring sufficient stocks and supplies
· Ensuring that all food hygiene and safety requirements are up-to-date and complied with and that staff are clear about their responsibilities
· Regularly seeking and reviewing customer feedback to ensure the needs of clients are being met
· Providing staff supervision, support and ensuring training needs are met and learning is put into practice
· Keeping up-to-date and accurate records relating to purchases, sales, staff and client files
· Ensure that appropriate legislation is understood and adhered to, including:
· Track and Monitor temperature checks of refrigerators and freezers to ensure food is stored safely
· Understand your personal responsibilities and practice safe systems of work in relation to the Health and Safety at Work Act, including a working knowledge of COSHH assessments
· Have the knowledge to observe the Food Safety (General Food Hygiene) Regulations 1995
· Ensure that all food is stored, handled and packed at the correct temperature and in accordance with Food Handling and Hygiene Regulations, maintaining records and taking action where appropriate


	Section 3: Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes

Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative




The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.

	Section 4:
Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Significant practical experience, supported by relevant vocational training.
	
	
	

	Proven experience in the competent and safe operation and maintenance of kitchen equipment.
	
	
	

	In depth knowledge of relevant processes, systems, procedures, standards and regulations, including health and safety requirements.
	
	
	

	Good communication and interpersonal skills.
	
	
	

	Literacy and numeracy skills with ability to maintain accurate records.
	
	
	

	Good planning and organisational skills, with ability to use initiative, prioritise workloads and achieve deadlines.
	
	
	

	Basic ICT skills including use of Microsoft applications.
	
	
	

	Qualifications
	Essential
	Desirable

	2 or more GCSEs at grades 9 to 3 (A*-D), or equivalent
	
	

	Minimum of Level 2 Food Safety/Hygiene certificate
	
	

	Other Requirements
	Essential
	Desirable

	Existing knowledge of the possible range of dietary requirements of clients
	
	

	Experience of working with Vulnerable Adults
	
	

	Commitment to continuous professional development
	
	

	Enhanced DBS clearance is required
	
	

	Ability to travel to and access offices and provision across the county
	
	

	Ability to attend meetings outside of normal business hours and provide management support to seven day working 
	
	



	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder. This job summary is intended to provide a broad outline of the main responsibilities only. The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.



