IMPERIAL COLLEGE LONDON

JOB DESCRIPTION

Assistant Production Supervisor (Baguette Factory)
DIVISION:


Commercial Services

DIVISION:


Catering

GRADE:


Operational Services – 1b
RESPONSIBLE TO:
Executive Chef SK and Production Supervisor
KEY WORKING RELATIONSHIPS (Internal):
Catering Team, Conference Team, Stores Team, Admin staff, College Staff, College Maintenance Team and Students.
KEY WORKING RELATIONSHIPS (External): College Visitors, Suppliers
 and External Contractors
SUMMARY OF POST: 
To conduct and supervise the production of food and other items as required within the College’s main baguette production area in accordance with pre-agreed standards of production and within pre-agreed budgets. To ensure total compliance with College / Departmental policies and health and hygiene legislation.

SPECIFIC DUTIES OF POST:-

· Ensure production is set up ready for opening time
· Brief and co-ordinate all relevant staff and team members to deliver a professional and efficient service
· Order and receive goods in order to maintain an adequate service
· Ensure stock control is conducted in accordance with the Commercial Services financial guidelines

· To take a lead for the security, general repair and cleanliness of the area/ unit for which the post-holder is responsible
· Receive and record customer feedback, passing it to the relevant Line Manager

· Report defects, repairs and maintenance issues to the Supervisor or the Executive Chef
· Monitor and support the requirement for the outlet team to conduct all their working practices in accordance with the Food Hygiene, Health and Safety legislation, The College’s Financial Regulations and Fire Procedures and the Catering Department policies

· Support the implementation of any agreed sales action plans

· Support the creation and implementation of sales promotions and staff incentives

· Promote a customer friendly service; to be courteous, respectful and welcoming to all customers
· Assist with training of part-time and casual/agency staff, as required
· Foster a positive working environment and promote team work
· Report any failure of service to the appropriate Line Manager and what actions if any were taken to rectify it
· Assist in identifying areas of customer service where improvements can be made and helping to implement solutions
· Provide a catering service, as requested, to the specified standards
-
Supervise events within area of responsibility, as requested, in liaison with Catering hospitality staff 
· Carry out general production assistant duties, as required, and in line with operational needs
Since job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are broadly in line with above key responsibilities.
The post-holder is expected to observe and comply with all College policies and regulations, for example Health and Safety, Data Protection etc.

Imperial College is committed to equality of opportunity and of eliminating discrimination. All employees are expected to adhere to the principles set out in the Equal Opportunities in Employment Policy, Promoting Race Equality Policy and Disability Policy and all other relevant guidance/ practice frameworks.

Assistant Production Supervisor (Baguette Factory)

Operational Services Level 1b
PERSON SPECIFICATION

Applicants are required to demonstrate that they possess the following attributes:-

1)
A basic food hygiene qualification proven by the attainment of a basic Food Hygiene Certificate within two months of appointment
2)
Responsible attitude towards health and safety at work
3)
A good understanding of the use of different equipment/machinery within the work area and the ability to operate such equipment/machinery
4)
A good understanding of regularly used food ingredients 

5)
Good numerical skills sufficient to be able to deal with cash transactions effectively and accurately
6)
Ability to operate a cash register following the successful completion of cashier training  

7)
A good command of verbal and written English proven by the attainment of a basic level English language course, in order to understand written and verbal instructions and communicate effectively with customers, including staff, students and visitors
8)
Tact and diplomacy to deal with people in all circumstances in professional manner
9)
Previous experience of working in a team, with proven ability to motivate a team
10)
Ability to use own initiative with limited supervision, in order to deal with problems which may hinder the delivery of an effective service
11)
Excellent organisational and time management skills, in order to deliver an efficient and effective service
12)
Attain a good level of knowledge of Imperial College campuses in order to deliver catering services to various venues
13)
A flexible approach to working, sufficient to be able to work a 5/7 days per week arrangement, work evenings and weekends, and able to work at any location/ catering outlet, as reasonably requested 

14)
A high level of personal hygiene

Training will be provided in manual lifting. The College welcomes applications from disabled persons and will discuss possible adjustments with suitable candidates, where necessary.  
