Ripon College Cuddesdon,
Oxford OX44 9EX

FIXED TERM CONTRACT – 6 MONTHS

Second Chef 
40 hours per week, based on a flexible rota basis
The College 

Ripon College Cuddesdon is a leading Anglican theological college in the UK, training over 150 men and women for ordination in the Anglican Church through a range of residential and non-residential courses.  It is also the permanent home of the Cuddesdon Sisters.  Established in 1854 with a long history of past students holding the highest offices in the Church of England, the College has constantly been at the forefront of theological education.  It remains today a contemporary, confident and thriving place of learning, as well as being a vibrant and stimulating community in which to live and work. More information about the College can be found at www.rcc.ac.uk.
The Post

The post-holder will work closely with the Chef Manager and be a key member of a small close-knit team.  This is a post for the right person to join the College’s Catering Team.  You will be assisting the Chef Manager in the day-to-day running of the kitchen, helping to achieve outstanding customer service, overseeing quality, assisting with menu creation and achieving excellent standards of health and safety and food safety.  

The successful candidate will need to demonstrate excellent craft skills and must have a proven track record of setting and achieving objectives, be flexible in approach, able to work from their own initiative and have a very professional approach to work.  Good communication and IT skills, being proactive, delivering great food, setting priorities and achieving tasks are essential.
Job Description

Job Title:
 
Second Chef
Reports to:

Chef Manager
Catering Team:
Chef Manager, two Second Chef’s, and a team of General Assistant’s
Overview:
Undertake and provide a full catering service, including selection of foods and healthy food choice, selection of products according to the menu and working to operational service times.  Working with the team to maintain high standards in the quality of food, both its preparation and presentation whilst complying with current food legislation and College policies.
Service:
Preparing and cooking a wide range of dishes to a high standard for: breakfast, morning coffee, lunch, afternoon tea and dinner as required by the Chef Manager. Ensuring the smooth running of the catering team in the absence of the Chef Manager.  To provide full support to the Chef Manager in providing hospitality and conference service as required and working with the team to ensure that events run smoothly.  This may require working additional hours or days.  To assist the Chef Manager in the preparation of menus.
GA’s/rota: 
To instruct and train kitchen General Assistants in task and duties as required to achieve department targets and goals.  To ensure cleaning rotas are completed and signed off and the kitchen is left clean and tidy at all times.  To be willing to work on a flexible rota basis this will include evenings, weekends and bank holidays.
Policy:
To operate and implement College policy in line with Safe Food Better Business standards, including hot and cold temperature and quality controls.  To maintain the highest standards of hygiene at all times and comply with College Food Hygiene and Health and Safety policies.  To respond to customer queries and complaints to resolve issues to the customer’s satisfaction.
Diary:
To ensure the Catering Diary accurately reflects the catering needs of the College at all times.  To ensure all staff are aware of changes as they happen.  To liaise with the Chef Manager and ensure all catering events are fully staffed.  To liaise with the Conference Manager and agree catering requirements for conferences in the absence of the Chef Manager.  
Record Keeping:
To maintain accurate records in relation to all aspects of the College Kitchen.  This includes, but is not limited to, temperature checks, cleaning schedules, holidays, rotas etc.  
Inventory:
To assist with the monthly and annual inventory and stock take process and ensure accurate records are kept.  To assist with purchasing as required including checking the completeness of suppliers’ deliveries and the correctness of invoices.
Other Duties: To be responsible in the absence of the Chef Manager for the security of the department including staff, equipment, keys and stock. To follow procedures to ensure that College property is secure and that unauthorised access to the College buildings is not allowed.  You will be expected to attend regular job-related training as appropriate for the job, for example in first aid and food hygiene.  The post holder will be required to undertake other duties at the direction of the Chef Manager and Estates and Bursar.  
The full range of duties may be adjusted in consultation with the post-holder in response to the evolving needs of the office.  To be flexible and willing to help colleagues when required.  To undertake any other tasks appropriate for the role.

Person Specification

Essential

· Previous catering experience;

· Relevant catering qualifications: ideally qualified to NVQ 2/3 or 706/2 or willingness to continue training to reach this goal;

· Hold a Food Hygiene Safety Level 2 Certificate;

· Ability to work unsupervised and still to maintain service standards;

· Excellent interpersonal skills, with the ability to deal confidently with a range of people;

· Have a positive “can do” and “will do” attitude.
· Ability to prioritise multiple demands, to be well-organised and clear-thinking, and to remain calm and work accurately under pressure;

· Able to work resourcefully and cooperatively as part of a small team – this includes willingness to take ownership of duties, and possessing the judgement to know how and when to take initiative;

· Tact and discretion in dealing with confidential or sensitive matters;
· To be friendly, honest and reliable;
· Flexible approach to the role (bank holiday/weekend/evening work will be required), with a cooperative attitude.  This will include Christmas Day and Boxing Day on a rotational basis.
Desirable

· Hold a Food Hygiene Safety Level 3 Certificate or be willing to training towards this qualification;
· Hold or willing to training towards a First Aid qualification;
· Sympathy with the values, ethos and objectives of the College.
Terms and Conditions

Full terms and conditions of employment will be provided in writing to the successful candidate.  The information below is for guidance only and does not constitute the contract of employment. 

This is a fixed term post available with immediate effect for a period of 6 months, with good prospects of becoming a permanent role to the right candidate. This post is being offered at a salary of £27,000 per annum. 
Normal hours of work will amount to 40 hours per week, exclusive of meal breaks, on a flexible rota basis.  Lunches are provided free-of-charge during term time. The post holder will be required to work flexible working hours, including evenings and weekends, in order to meet the demands of the post and the proper performance of its duties.  

The post-holder will be entitled to 30 days of paid leave per annum, plus eight public holidays.  Agreed College closure days will be deducted from the total leave entitlement.

The post-holder will be eligible for membership of the Church of England defined contributions pension scheme to which the employer contributes 6.5% of gross salary and the employee contributes 1.5%.
Applications and Interviews

Applicants for this post should send a full CV with covering letter and contact details for two references to: 
The Bursar
Ripon College Cuddesdon

Nr. Wheatley

Oxford  OX44 9EX

The closing date for completed applications is Friday 30th May. 
Candidates must be resident in the UK and be in possession of proof of Identity and the right to work in the UK - this documentation will be required as part of the registration process.
Equality and Diversity Policy

The College has an Integrated Equality and Diversity Policy. 
