
 

 
 
Job Description  

 

Catering Supervisor/Cook                                   

 
Location: WWT Arundel Wetland Centre                                     Directorate: Operations  
 
Reporting to: Catering Manager   Grade: 4 
 
Main function of the post: To supervise the catering assistants on a day to day basis, 
maintaining high standards of service and ensuring all standards and procedures are upheld. To 
assist the Catering Manager and Chef with food preparation and menu planning. 
 
Supervisory Responsibility: Catering Assistants in the absence of the Catering Manager or 
Chef 
  
Hours worked: 30 hours per week - 4 days from 7 to include weekends and bank holidays on a 
rota basis  

Main duties of the post: 

1. To prepare, cook, bake and present all food whilst abiding by food hygiene regulations 
 

2. To assist with costing out all menu items, to ensure a gross profit margin is met.   
 

3. To assist with the purchase of food and other stock as required and to ensure stock 
rotation in all areas 

 
4. To clean the kitchen, equipment and other food service area ensuring that all checklists 

are complete and with compliance to H&S, FSMS and fire prevention regulations  
 

5. To assist with stock-takes as and when required 
 

6. To provide excellent service to external clients, delivering the catering arrangements and 
meeting expectations.  

 
7. To be responsible for the smooth running of the front of house service, to include serving 

customers and monitor and maintain standards set by the Catering Manager. Act as 
initial point of contact for customer complaints and refer to appropriate manager if 
unresolved. 

 
8. To be responsible for staff presentation and all aspects of service in the front of house 

areas.  



 
9. Ensure all staff’s training needs are met, including induction of new staff and that staff are 

motivated to work productively at all times. 
 

10. To handle cash and to assist with daily/weekly cashing up as and when required 
completing all administrative tasks to a high standard 

 
11. To assist with all aspects of cleaning the restaurant eating area, ensuring that all 

checklists are complete 
 

12. To increase skill levels and develop the overall performance of the team including the 
development of your own skills. 

 
 

13. To comply with all current Health & Safety and Food Hygiene Regulations and to ensure 
the health, safety and enjoyment of visitors whilst using our food service facilities 

 
14. In the absence of the Chef due to holidays and sickness the post holder will be required 

to provide additional cover in the kitchen. 
 
 
In addition to the duties and responsibilities listed, the post holder is required to perform any 
other reasonable duties that may be assigned by the supervisor shown above, from time to time.  
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Person Specification 

1. Qualifications/Training  

Essential: 

 Educated to GCSE standard (grades A-C) or equivalent 

 A relevant catering qualification to NVQ level 2 standard or equivalent 

 Basic food hygiene certificate, level 2 
 
Desirable:  

 Knowledge of special dietary requirements 

 Customer care training  

 Legal compliance  
 

2. Experience 

Essential:  

 Experience of food preparation  

 Experience of purchasing and stock control 

 Previous experience gained in a restaurant environment 

 Experience in preparing and baking home cooked food 

 IT literate  
 

 
Desirable: 

 Experience of function catering 

 Experience of working in a visitor attraction 
 

3. Managerial & Supervisory 

Essential:         

 Ability to allocate and organise staff duties 
 

Type of staff Number 
managed 

Number 
supervised 

Permanent Staff 0 2 

Volunteers / Casual Workers 0 12 

 

4. Responsibility 

Essential: 

 To ensure all areas of the kitchen and restaurant are cleaned to the required standard 
and appropriate checklists are completed  

 To ensure compliance with all current Health & Safety and Food Hygiene legislation and 
regulations 



 Responsible for cash handling and assisting with the daily/weekly cashing up  
 

 
Levels of financial responsibility 

 

Type of Responsibility Level (£’s) 

Expenditure (exc payroll)  

Cash Handling £2,000.00 

Assets (required for job, exc buildings) £15,000 

Visitors (per annum) 90,000 

 

5. Creative Ability 

Essential:          

 Understanding of special dietary requirements 

 Ability to help produce a varied menu to satisfy customer requirements 

 Ability to deal with customer enquiries in a polite and efficient manner 
 

6. Contact  

Essential:          

 Experience of dealing with the general public’s enquiries and complaints 

 To communicate both written and verbally with staff, customers and contractors on a 
daily basis 

 

General Notes 

This position may, from time to time, require you to work during some evenings, weekends and 
public holidays to meet the needs of the post. 
 

 


