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Primary Division Kitchen Supervisor | Job Description 

Reporting  directly to the Catering Manager, the main purpose of the Primary Division Kitchen Supervisor will be to oversee the day-
to-day catering operations within our Primary Division. 

Main Duties 

• Supervise the daily operation of the Primary Division
kitchen and catering service.

• Prepare, cook and present meals to a consistently high
standard.

• Ensure compliance with all food hygiene, health and
safety, and environmental health regulations, including
SFBB, COSHH, HACCP and risk assessment
requirements.

• Support menu planning and development, ensuring meals
meet School Food Standards and provide nutritionally
balanced options appropriate for primary-aged pupils.

• Cater for pupils and staff with a range of dietary
requirements and allergies, ensuring individual needs are
carefully managed.

• Maintain compliance with current food safety legislation,
including allergen management and food labelling
requirements.

• Oversee food ordering, stock control and stock takes,
ensuring effective budget management and minimal food
waste.

• Monitor portion control and food quality standards
throughout preparation and service.

• Maintain kitchen equipment and ensure it is used safely
and appropriately.

• Support the planning and delivery of hospitality events,
themed catering activities and special functions where
required.
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• Attend and contribute to student committee
meetings, responding positively to feedback and
suggestions where appropriate.

• Supervise, support and motivate a small
catering team, ensuring high standards of
performance and customer service are
maintained.

• Promote a positive dining experience for pupils,
staff and visitors.

This is a permanent, term-time only role. 
Working hours are 35 per week, Monday to 
Friday, with 7 hours worked each day.



Primary Division Kitchen Supervisor| Person Specification 
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• Has previous experience within a catering or kitchen supervisory role.

• Possesses a strong understanding of food safety, hygiene and allergen
management requirements.

• Has experience of menu planning, stock control and food ordering.

• Demonstrates excellent organisational and time management skills.

• Has the ability to oversee, motivate and support a team effectively.

• Takes pride in delivering high standards of food quality and customer
service.

• Works well under pressure and remains calm in a busy environment.

• Is proactive, reliable and able to use initiative.

• Has a commitment to promoting healthy eating and positive dining
experiences for young people.

The successful candidate will possess the following qualities, skills and 
experience:  



Applica tion  

Application is by submission of the School Application Form and a covering letter. 

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role, 
using Microsoft Word format.  

The Application Form and further details of this post can be found via our school website. 

Please complete all sections of our application form, then submit your application via the HR Pro link by 9.00am, Thursday 6th August.

Please do not submit your CV, even to supplement your application, as this will not be considered.  

We reserve the right to close this application process down early; at our own discretion, if we have received a sufficient number of 
applications.

Employment 

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed, 
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required 
in this role, as detailed in the Person Specification, and provide examples.  

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria 
will be invited for interview. 
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