Queens’ College - Job Description

Title:



Food & Beverage Service Supervisor

Grade:



QF

Head of Department:

Head of Catering & Conferences


College Officer:


Domestic Bursar
Overall Purpose of Job

To maintain the smooth running of the food and beverage service for all internal and external functions including cafeteria lunches, fine dining, College feasts, buffet service, student café and bar; to actively engage with our customers, exceeding their expectations and ensuring all aspects of service provided are effectively delivered.

Main Duties and Responsibilities
Food Service:
Supervise functions as required

Participate in the preparation and service of all meals to both College and commercial customers as per Food Service Department procedures

Ensure agreed standards of service are maintained in all areas and customers are treated respectfully and any requests are dealt with in a professional and courteous manner at all times

Ensure all areas where food and beverages are served are kept clean, tidy and hygienic
Lay and clear tables as appropriate to the particular service within the standards established
Assist with the clearing of glasses, cups and saucers and the replenishment of refreshments from conference and meeting rooms

Ensure all students/staff show their ID Cards at every meal; ensure correct charges for food are made; monitor portion sizes

Occasional Bar/Café work will be required; this may include setting up bars for commercial events (training will be given where necessary)
Hygiene, Health and Safety:

You must ensure that all Personal Hygiene Standards, Food Hygiene, Health, Safety and Security regulations are adhered to at all times, this includes the fire procedures and COSHH regulations, all of which you will be made aware.  Please ensure that you report any faults or infringements of these procedures or act immediately where appropriate to correct them. You have a duty to carry out work so that you never put yourself or others at risk, creating a safer working environment for everyone.
Security:

Ensure all departmental security procedures are adhered to with regard to the following:  rooms, equipment, silver, food, drink, cash handling
Miscellaneous:
Establish good relationships with Fellows, students, staff, conference delegates and other customers

Assume utmost confidentiality at all times; no information should be disclosed to any third party if it may compromise the privacy and/or safety of any student, staff member or client of Queens’ College – if in doubt speak to your Head of Department
Ensure correct stock levels are maintained using agreed procedures and that stock is rotated to maximise profit and quality of goods sold
Provide suggestions on how the products/service we offer can be improved
Uphold correct use of equipment at all times.  Report any faults found to the Head of Department
To undertake any other duties and responsibilities appropriate to the post as directed by a member of Catering management team and/or Domestic Bursar

Person Specification
Essential:

· Good standard of general education
· Strong understanding of spoken and written English
· Professional hospitality qualification (minimum NVQ Level 3 or equivalent)
· Previous supervisory/team leader experience 
· Customer-focused, with a friendly, welcoming, helpful manner; excellent customer care and communication skills

· Courteous, efficient and diligent with meticulous attention to detail

· Ability to work independently and as part of a team

· Experience of working in a hotel, college or university catering environment

· Good understanding of health and safety regulations relating to a catering environment 

· Competent computer skills, particularly Microsoft Word, Excel and Email

· Proficient numeracy skills

· Able to keep calm under pressure

· Flexible, well-organised and ‘can-do’ approach to the varied and demanding workload

· Smart appearance and high standards of personal hygiene
· Awareness of the need for confidentiality

Desirable:

· Knowledge and understanding of Kinetics room booking system

· Knowledge and understanding of EPOS/Uniware cashless system
· Qualified First Aider (or willing to undertake training)
Remuneration and Benefits
Hours of work:  
40 hours per week on a shift system covering seven days, including evenings and weekends
Salary:
 

In the region of £21,000 to £23,000 per annum depending on skills and



experience
Pension:     
Membership of the College contributory, final salary pension scheme after qualifying period
Holiday:       

26 days per annum + public holidays

Other Benefits Currently Offered:
· Free meals are offered during working hours

· Free annual health checks

· Subsidised sports and social events

· Various sporting facilities

· Access to University Card, which offers subsidised travel on U bus between Madingley Road Park and Ride and College

· After qualifying periods, length of service award and additional holiday entitlement

· Discounted membership of dental care and medical insurance schemes available
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