
Job Advert

The Booth Centre, Kitchen Supervisor
The Booth Centre day centre for homeless people in Manchester.  The Centre works with homeless adults with alcohol, drug and mental health problems providing a café, advice, support, a full range of activities, a daily job club and support to move onto education, training and employment.  

We are looking to recruit a Kitchen Supervisor to run our training kitchen. This worker will be responsible for supervising the preparation of a free breakfast and lunch, training/supporting/supervising a team of volunteers, ordering, maintaining food safety standards, promoting health and wellbeing including working with our gardening project which grows produce for the kitchen and maintaining records.
Applicants need to be enthusiastic, reliable, energetic, positive, flexible, creative and non-judgemental with experience of working in the catering industry and supervising trainees or volunteers. The Booth Centre has an open door policy and is extremely busy resulting in this role being both demanding and varied, so the ability to multi-task and excellent customer service skills are essential. 
Salary: Living wage £7.65 p.h.  + 10% pension
Holidays: 25 days + bank holidays or days off in lieu of bank holidays 
Closing Date for Applications

18th December 2014 at 2pm
Interview Date 6th January 2016
The successful applicant will be subject to an enhanced DBS check

An application pack can be downloaded from our website www.boothcentre.org.uk

Funded by Manchester City Council’s Food Poverty Grant Programme
Booth Centre Kitchen Supervisor – additional information
This is a part time post, 25 hours per week.  The working hours are Monday to Friday, 8am to 1pm.  We do not open on bank holidays but will be open on Christmas Day in 2015 and the post holder will need to work on this day. This post has been funded by Manchester City Council through their Food Poverty Grant and is a fixed term contract until 31st March 2016.

The Booth Centre is very busy with over 170 individuals accessing the Centre each week.  We provide a free, basic cooked breakfast of bean on toast and porridge between 9-10am for 60+ people per day and a cooked lunch at 12 noon for 40+ people per day.

The kitchen is staffed by volunteers, including people who use the Centre who want to gain work experience in a catering environment to help them to move into work.

We wish to promote healthy eating and wellbeing through delivering a healthy menu.  So knowledge about this would be important.

Approximately, 40% of people who visit the Booth Centre are European Migrants, so an ability to speak Polish, Russian or another European language would be an advantage but is not a requirement.

Applicants who have had personal experience of homelessness are welcome to apply.  We will require the post holder to have an enhanced DBS check but having a criminal record would not automatically prevent you for being appointed and should not discourage you from applying for the post.
Applicants who have experience of working with people with drug, alcohol, mental health, offending or homelessness issues would be welcome to apply.  Experience of managing and diffusing confrontational situations would be useful. These things are not a requirement and training will be provided.
The closing date for applications is Thursday 18th December at 2pm.  We will notify applicants that they have been short listed by Monday 22nd December.  If you have not heard from us by this date you can assume your application has not been successful.

Short listed candidates will be required to spend a morning in the centre, from 8am to 1pm, the dates for these visits will be between 22nd December and 5th January.  The aim of this is for the candidates to see facilities, to meet staff and volunteers and to demonstrate their ability to carry out this role.  This is part of the selection process.   The interviews will be held on Tuesday 6th January. 
You can find out more about the centre from our website www.boothcentre.org.uk.

Booth Centre Kitchen Supervisor
Job Description

Job Title

Kitchen Supervisor
Salary


£7.65 per hour (rising with increases to Living Wage)
Hours


25 Hours per week

Core Hours

8am to 1pm Monday to Friday

Contract

Fixed term contract to 31st March 2016
Responsible to 
Senior Project Worker
Responsible for
A team of volunteers and trainees doing work placements
Main Purpose
To ensure the smooth running of the Booth Centre Training Kitchen.
Main Role

To manage the Booth Centre’s training kitchen; with responsibility for supervising the preparation of breakfast and lunch, training/supporting/supervising a team of volunteers and trainees doing work placements, ordering stock, maintaining food safety standards, promoting health and wellbeing including working with our gardening project which grows produce for the kitchen and maintaining records  
Kitchen Supervision
1. To plan menus making use of donated items, food grown in our garden and suggestions from people who use the café.
2. To manage a team of volunteers and assist them with the running of the kitchen and the serving of food on a day to day basis. 
3. To provide on the job training for the volunteers in order to increase their catering and customer service skills and their confidence and self-esteem. 

4. To ensure the food safety guidelines are followed. 
Promotion of the project

1. To promote healthy eating and create a welcoming atmosphere in the café.   
2. To encourage people who use the cafe to volunteer in the kitchen.
Admin and record keeping 

1. To maintain a rota of volunteers

2. To maintain the cleaning rota

3. To keep accurate records relating to Food Safety and Heath and Safety.

4. To accurately complete monitoring records, including recording the number/type of people who benefit from the service.

5. To keep accurate stock control records

6. To order stock on a weekly basis and keep within a designated budget

Operation of the Centre
1. To assist in the management of the centre in relation to the kitchen, café and store room, particularly;

· To ensure the security of the volunteers, staff, the centre and people who use the centre 

· To ensure adequate staffing levels at all times.

· To ensure health and safety and hygiene standards are adhered to

· To ensure that the centre is run in accordance with polices and guidelines.

General 

1. To attend regular supervision sessions.

2. To attend other meetings as requested by the CEO

3. To undertake any other duties as requested by the CEO

4. To carry out the above duties in a way which accords with the centre’s policies and practice, in particular to show commitment to equality of opportunity.
Person Specification

Skills and Knowledge
· Excellent customer service and communication skills
· A non-judgemental attitude
· Catering skills – the ability to cook good food in large quantities. 
· A good understanding of food hygiene and health and safety regulations 
· Management skills – to be able to lead a team and provide supervision, support and on the job training.
· Organisational skills – to be able to organise yourself and your team to deliver all the required targets.  An ability to react quickly to changing situations and to multi-task
· Team work skills – to be able to work as part of a team
· Record keeping - an ability to keep accurate records
· An understanding of the principles of equal opportunities 
Experience

· At least 2 years’ catering experience
· Experience of training junior staff in a catering environment
· Experience of managing a kitchen, with responsibility for food safety.
· Experience of working with volunteers or being a volunteer.

Work Related Circumstances

· Willingness to work the core hours (Monday to Friday 8am to 1pm) and to be punctual and reliable
· Willingness to work Christmas Day (2015 onwards)
Willingness to undertake practical tasks including cooking, cleaning and lifting as required.

Application for employment

Post 

Kitchen Supervisor
Closing Date
Thursday 18th at 2pm 
Applications should be emailed to Amanda@boothcentre.org.uk and receipt will be acknowledged - if you are short listed you will be asked to sign the application at the interview.
1. Personal Information

	Surname


	

	Other Names


	

	Address 

where we can write to you


	

	Contact Telephone numbers

Daytime

Home
	

	Email address


	


2. Employment History

Please give details of past and present work.  This can be paid work, voluntary work or work at home.  Start with the most recent.

	Details

Including employer, job title, main areas of work and reason for leaving.
	From
	To  

	
	
	


3. Qualifications

Please give details of any qualifications you have 
	Date
	Qualifications
	Level

	
	
	


4. Training

Please give details of any training you have undertaken – including short courses.

	Date
	Details

	
	


5. Start Date

	When would you be able to start?

	


6. Supporting Information
Please use this space for additional information in support of your application.  Try to show how you meet the criteria outlined in the person specification.   You may make this section a maximum of 2 A4 pages (any additional information will be deleted before it is given to the selection committee), minimum font size12pt.  
	


7. References

Please give the names and addresses of two people to whom references can be made.  Please indicate the capacity in which they know you.  One referee must be your present or last employer.  References will be taken up for all short listed applicants before the interviews.

	Name


	

	Address


	

	Telephone No.


	

	Email address


	

	Relationship to you


	

	Name


	

	Address


	

	Telephone No.


	

	Email address


	

	Relationship to you


	


8. Criminal Record
This post is subject to an enhanced DBS check as it will involve work with vulnerable adults.  Disclosure of convictions will not automatically discount you from interview or appointment.  

	Do you have any convictions?

If yes – please attach a file marked “Amanda Croome - private and confidential” detailing the convictions(s) together with any information which you believe relevant and attach it with your completed application form.




9. Declaration

I confirm that the information given on this form is true and correct to the best of my knowledge and belief.

	Signed


	Date


