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COOK 

Information for applicants.

Thank you for your enquiry about the above post. Please find enclosed an application form, together with a summary of the responsibilities of the post, and an outline of the conditions of service.

Completed application forms should be returned to ctrainor560@c2kni.net  to arrive by noon on Friday 24th April 2020. The Equal Opportunities Monitoring form should be returned along with your application.
The successful candidate will have energy and show initiative. It is important that he/she is flexible and professional in manner. Qualities of honesty and reliability are paramount in relation to this position.

ABBEY CHRISTIAN BROTHERS’ GRAMMAR SCHOOL, NEWRY
JOB DESCRIPTION – COOK – MATERNITY COVER AUGUST 2020 – JUNE 2021
Post:


Cook

Responsible for:
The shared supervision of staff under the instruction of the Catering Manager.

Reports to:

Catering Manager.

1.0 Job Purpose:  To assist the Catering Supervisor in all activities concerned with the preparation and cooking of meals.

Team participation is essential to provide an efficient hygienic service, to achieve customer satisfaction and to promote sales within the unit.

2.0 Duties and Responsibilities:

2.1 Skilled cooking activities connected with the full range of meals (for example, assist with the preparation of menus, portion control, the provision of special dietary meals and function catering where appropriate).

2.2 To assist with:

(a) Record keeping

(b) Control of hygiene, health and safety in the kitchen including recording of temperatures.

(c) The direction and/or shared supervision of other employees.

2.3
Associated administrative duties as required which may include assistance with:


(a)
The planning of meals.


(b)
Stock-taking, including the organisation of stores and fridges and receipt of deliveries.


(c)
General kitchen management in the absence of the Catering Manager or Deputy.


(d)
Shared supervision of other employees.


(e)
Training of staff.


(f)
Cash handling duties where appropriate.

2.4
General kitchen duties as required which may include washing up, setting up and clearing away 

equipment and tables, cleaning of the kitchen, dining room surrounds and equipment.

2.5
Assist in the promotion of the service to parents, principals and customers to increase the 

uptake.

2.6
Securing of premises as required.

2.7
Duties as delegated in connection with service provision.

3.0 General Conditions:

3.1
All duties must be carried out to comply with:


(a)
Acts of Parliament, Statutory Instruments and Regulations and other legal requirement.


(b)
Codes of Practice.

3.2
All duties will be carried out in the working conditions normally inherent in the particular job.

3.3
All necessary administration must be completed as required.

3.4
Duties will be carried out for jobs up to and including those in the same grade, provided such 

duties are within the competence of the employee.

4.0 Salary
£9.572 per hour
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ABBEY CHRISTIAN BROTHERS’ GRAMMAR SCHOOL NEWRY

APPOINTMENT OF COOK

Terms of Appointment
A
SALARY
£9.572 per hour
B
PENSION

NILGOSC contributory

C
HOURS
The usual day will be 8.00 a.m. to 2.30pm. You will also be expected to attend evening functions on occasion e.g. Open Nights, and to be available for evening training or information sessions in the school.

D
LEAVE
Leave entitlement is 20 days (pro rata) plus 10 statutory days. Holidays run from 1 July to 30 June each year. All this leave must be taken at school holidays and will be determined by the school.

E
PROBATION
The period of probation for this post is 6 months from the date of appointment.
Personnel Specification
Cook: Abbey Christian Brothers’ Grammar School, Newry 
	
	Essential Criteria

(Minimum)
	Desirable Criteria

	1. Qualifications
	Level 2 award in Food Safety in Catering (Chartered Institute of Environmental Health) or equivalent (attained within the last 3 year) or appropriate refresher training;

And Level 2 Diploma (City and Guilds) in Professional Cookery or equivalent;


	Level 3 award in Supervising Food Safety (Chartered Institute of Environmental Health) or equivalent;

Level 3 NVQ Diploma (City & Guilds) in Professional Cookery or Equivalent;

Level 1 award in Nutrition (Chartered Institute of Environmental Health) or equivalent

	2. Experience
	OR (if not qualified)Minimum 2 years of traditional cooking methods experience in a school meals or a similar large scale catering outlet.
	Experience of administration including:

Storekeeping

Budget Control

Experience of Staff Supervision

Cash Handling experience

	3. Knowledge
	Knowledge of relevant legislation with regard to hygiene and health and safety in catering environment;
	Knowledge of nutrition and providing food to meet special dietary requirements

	4. Skills
	
	

	5. Personal Qualities
	Clean and tidy appearance:

Ability to communicate effectively with customers and colleagues;

Ability to work under pressure and meet deadlines;

Ability to understand and to follow instructions in the language of English.
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Abbey Christian Brothers’ Grammar School

Application Form

Application for the Post of: 


 _______________________
      
Reference Number (For Office Use): 
________________________

Applicants for all posts in the Abbey Christian Brothers’ Grammar School should note the following: 

· The Trustees of the school are ERST.  All staff are expected to have an understanding of the ethos of ERST and our School Charter.

· A full employment history should be provided with no omissions or gaps.

· Written references will be sought by the school from both referees named in the application.

· A pre-employment criminal records check will be conducted on the preferred candidate before an appointment will be confirmed.

Surname:  

 _____________________________________________

Christian Name(s):  
_____________________________________________ 

Marital Status:
_____________________________________________


Address:
_____________________________________________


_____________________________________________


_____________________________________________

Telephone No:
_____________________________________________


_____________________________________________

email address:
_____________________________________________

EDUCATION

	Name of Post Primary School
	Dates Attended

	
	

	
	

	
	

	
	


QUALIFICATIONS

	Type of Qualification e.g. GCSE, NVQ etc.,
	Subjects 
	Grades

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EMPLOYMENT HISTORY

	Name of Employer
	Address
	Date of Appointment
	Date of Resignation
	Post Held

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


REFERENCES

REFERENCES CAN BE OBTAINED FROM:

One referee must be from the last post where you were working with children or young people.

1.    Name:         
______________________________________      

       Position:    
______________________________________          

       Address:    
______________________________________         

                           
______________________________________                           

                           
______________________________________                                              

  Telephone No: 
______________________________________        

  email address:
______________________________________        

2.    Name:         
______________________________________      

       Position:    
______________________________________          

       Address:    
______________________________________         

                           
______________________________________                           

                           
______________________________________                                              

  Telephone No: 
______________________________________        

  email address:
______________________________________        

	Disclosure of Criminal Background:  This post is subject to the provisions of the Rehabilitation of Offenders (Exceptions) Orders 1979 and 1967.  You are not therefore entitled to withhold information about convictions which for other purposes are regarded as “spent” convictions.  You must give details of all convictions, cautions or bound-overs for any offences including Road Traffic Offences and must include any pending prosecutions.  If none, you should state “None” (any failure to disclose conviction for criminal offences or any untrue statements made or the provision  of misleading information could lead to disqualification of this application or dismissal in the event of employment).




DECLARATION BY APPLICANT:

I hereby certify and declare that the information supplied by me in this application is correct to the best of my knowledge.  I offer myself as a candidate for the post of:  ______________________________________________  in the Abbey Christian Brothers’ Grammar School, 77A, Ashgrove Road, Newry, in accordance with the terms of appointment and guarantee the accuracy of the information given above.

I further understand that prior to appointment to this post a check for any record of convictions or bound-overs will be carried out and I hereby give my permission for this to be done.

Signature of Applicant:  
____________________________________

Date:
____________________________________

N.B:     APPLICANTS SHOULD ALSO SUPPLY A FULL C.V.

When completed this application should be addressed as follows:

ctrainor560@c2kni.net 

PRIVATE & CONFIDENTIAL

DATE OF BIRTH ___________________

EQUALITY OF OPPORTUNITY REF.NO: ________
We are striving to become an Equal Opportunities Employer.  We do not discriminate on grounds of religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our employees, as required by the Fair Employment Act 1989.

Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.

I am a member of the Protestant community


 FORMCHECKBOX 


I am a member of the Roman Catholic community

 FORMCHECKBOX 




I am a member of neither the Protestant or Roman 

Catholic Community





 FORMCHECKBOX 




Could you please indicate whether you are:



Female
 FORMCHECKBOX 



Male

 FORMCHECKBOX 



If you do not complete this questionnaire, we are encouraged to use the ‘residuary’ method which means that we can make a determination on the basis of personal information on file.
