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QUIET COMPANY
JOB DESCRIPTION 
	JOB TITLE:                Training & Development Chef
REPORTING TO:       Assistant Service Delivery Manager / (Kitchen management) 
RESPONSIBLE FOR: Trainee Cohorts, Junior Kitchen Staff, Kitchen Porters 
DEPARTMENT:          Service Delivery


DATE:                         July 2023






Background

Quiet Company are responsible for the delivery of a collaborative development programme with London OPD Pathways Partnership (LPP), NHS OXLEAS, and Inclusion & Involvement (I&I) for ex-offenders to train and learn food preparation and production skills mainly around baking, salad and cold food preparation and Barista training. The programmes are called ‘Bake the Difference’ and ‘Tasting the Difference’. The training provides them with a recognised baking qualification and workplace skills, whist providing our in-house café, restaurant and hospitality with baked goods, soup and other freshly prepared items. Specific safe-guarding training is essential to the role that the post-holder must undertake and be committed to fulfilling including a DBS check. The two programmes run October to March and April to September. Each programme has 3 cohorts for Bake the Difference and 4 for Tasting the Difference (which runs during summer months only). 
The Quiet Company is also growing its food production services and the Training & Development Chef is expected to work with the Food Production and Executive Chefs in supporting the day to day food production requirements and be directly involved in the induction, training and development of chefs within the kitchen brigade. 
The role is split between 2 cohort training days, usually, Tuesdays and Wednesday, and 3 days supporting the kitchen food production operation although the days and hours of work are flexible and as required to meet the needs of the business.
Job Purpose 
1. To oversee the complete management of the ‘Bake the Difference’ programme including the direct supervision and safeguarding of programme participants (cohorts), planning out the menu cycles and supervising the food production ensuring full legislative, food safety, due diligence and health & safety compliance.  
2. To work in the Quiet Company kitchen brigade under the direction of kitchen and service delivery management and support the food production and preparation operation within Friends House. 
Key Accountabilities & Main Tasks: 

Bake the Difference: 

· Lead, motivate, manage and develop the cohorts, including overseeing their individual work schedules, to ensure they have the necessary direction, knowledge and skills to meet work objectives on an ongoing basis.
· To implement the programme plan and objectives and to participate in weekly meetings with LPP, I&I and NHS partners and Complete Daily Work Schedules’ providing any necessary information on monitoring of performance and progress. 

· To assist in the recruitment of cohorts (and other kitchen staff) as may be necessary

· To produce daily menu plans, food production specifications, recipe files, production schedules and method statements for cohorts. 
· To prepare lessons and daily schedules for cohorts and any training programmes and learning information.
· To train and develop all service users and assess them to ensure they achieve the required level of competency and achieve their qualification by the end of the programme.  
· To ensure that all safeguarding guidelines and practice are fully adhered to at all times and immediately report any concerns or issues with service users to the LPP designated Officer. 

· To order food products for the programme in line with budgeted costs and work with kitchen and service delivery management on procurement and food purchasing guidelines, nominated suppliers, food quality standards and best value highlighting any quality issues immediately.
· Ensure that all in-house production and service targets are met and advise on optimum and increased production levels to meet demand. 

· Ensure that all food preparation, food service and storage areas are kept clean and tidy and that all cohorts follow all guidelines for safe food preparation and production including the food Safety Act, Food Hygiene practices, COSHH, HACCPS, Allergens, cross contamination, and al compliant safe working practices. 
· To provide opportunities where appropriate for others to volunteer and support the work of programme partners e.g. Hub events. ‘High Tea’ events. etc
· To support programme partners in finding and engaging with future funders and stakeholders. 

· To support Quiet Company/BYM and all programme partners and stakeholders in the development of the programme

· To ensure that all necessary records, data, monitoring, reporting, etc is undertaken for the effective administration and oversight of the programme 

Kitchen Brigade:
· To work under service delivery and kitchen management in the day to day food production and preparation operation at Friends House. 

· Support kitchen management in the creation of new innovative menus and research and recommend new and innovative ways to present food
· To test and produce product specifications and costed recipes to ensure products are delivered to the agreed standards.
· To run or arrange training sessions to further develop our kitchen brigade. 
· To induct and supervise work placements and apprentices and other cohorts outside the programme. 
· To be flexible Iin your hours of work to meet the needs of the business
General 

· Comply with all company and statutory regulations relating to Health and Safety, safe working practices, hygiene, cleanliness, Fire Safety, HACCPS, COSHH, Allergens, etc
· Immediately cease using and report any faulty equipment to management
· Immediately report any incidents of accident, fire, theft, suspicious persons or belongings, loss, damage or other irregularities.

· Assist in helping to maintain a conscious approach to security and sustainability within the building.

· Attend training courses and meetings as necessary to maintain standards in the operation and in your own personal development. 
· Undertake any other relevant duties as reasonably required by management (during off peak periods this could involve other duties in other departments).
2. Intellectual Demands  
· The post holder is expected to make professional decisions on a daily basis incorporating decisions which directly affect the profitability of the company through ordering, stock management and sales and marketing. 
· This post is responsible for training ex-offenders, therefore you will be working with people with personality and neurodiversity disorders for which you will be inducted and trained. 

· Safeguarding is a primary responsibility.
·  Be aware of H&S, Food Safety risks and safeguarding practices
· The role requires planning and delivery of training sessions. 
· The post holder might be required to speak in public or with funders 

· The role requires patient endurance and a high degree of empathy.

3. Judgements  
· Makes operational decisions that affect the quality of service delivered to customers which can affect the financial position of the company.
· Make judgments with others about trainee’s ability and life learning on a regular basis. 
· The ability to identify potential risk within the day-to-day programme and to act responsibly.
4. Use of Resources 
· The post holder is responsible for supervising and developing cohorts, trainees and overseeing volunteers or work experience placements. 
· The post holder is responsible for the purchase, production and utilisation of raw materials and stock and for kitchen equipment. 

5.   Communications  
Internal: 80%
Direct contact with service users and staff. 
External:    20%
This role involves contact with partners, customers, suppliers and stakeholders including potential funders. You may also be required to report to or communicate with Quiet Company senior management, Board and the Charity.
6. Physical Demands & Co-ordination 

The role involves prolonged periods of standing on your feet, moving of equipment / furniture, manual handling, occasional working with VDU’s (PC screens) and working with chemicals.
7. Working Conditions and Emotional Demands 

· Over 90% of the time is spent in the kitchen which has extreme temperatures (both hot and cold), steam, hot liquids, and knives.  

· Bake the Difference trainees have a history of personality disorder and may not have been in a workplace environment for a long period of time.
· The emotional demands can be stressful when working with cohorts 
· The nature of the operation requires different shift patterns Monday to Sunday and occasional one working 

OTHER RESPONSIBILITIES:  
· Responsible for ensuring that Britain Yearly Meeting’s Equality, Diversity & Inclusion Policy is adhered to in all aspects of the role 

· Responsible for ensuring that Britain Yearly Meeting’s Health & Safety Policy is adhered to at all times and all Food Safety and Hygiene procedures. 
· Responsible for ensuring that Britain Yearly Meeting’s commitment to sustainability is adhered to in all aspects of the role 

· To undertake duties and responsibilities commensurate with the post
· Responsible for ensuring that Britain Yearly Meeting’s Staff handbook is adhered to at all times. 

COMPETENCIES: 

The postholder is expected to demonstrate Quaker Values, Hospitality Commitments and the following Hospitality & Facilities competencies: 

Team Work: Works effectively with others and builds positive relationships 
•
Encourages ideas and input of others

•
Includes and involves others in decisions that affect them.

•
Demonstrates care and concern for others and resolves disagreements 

•
Gives constructive feedback to help others develop and recognises achievements

•
Builds and maintains relationships outside of immediate team 

Planning & Organising: Organises and delivers tasks in a decisive and timely manner
•
Clearly communicates any change and explains the ‘why’ 

•
Plans ahead, anticipates busy periods of work 

•
Identifies and evaluates options when making decisions

•
Delegates to others as appropriate

•
Provides clear direction and sets priorities
Working responsibly: Uses resources (people, technology, finance, supplies and equipment) responsibly ethically, delivering to internal processes and standards
•
Challenges ways of working that are wasteful and inefficient 

•
Engages with suppliers to ensure ethical and sustainability standards are being met

•
Understands risks - Works within procurement rules and budgetary constraints 

•
Invests time in developing and coaching others to manage resources responsibly

•
Reviews data to identify what is going well and what could be improved upon
Customer focus: Understands customer needs and builds effective customer relationships 
•
Clearly communicates any change and explains the ‘why’ 

•
Plans ahead, anticipates busy periods of work 

•
Identifies and evaluates options when making decisions

•
Delegates to others as appropriate 

•
Provides clear direction and sets priorities
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QUIET COMPANY
PERSON SPECIFICATION
	Job Title:          Training and Development Chef  

Department      Service Delivery 
Date:                 July 2023


ESSENTIAL KNOWLEDGE 




· Knowledge of Quaker values
· Knowledge of Microsoft Office
· Knowledge of food production and preparation

· Knowledge of training delivery

· Knowledge of all Food Safety and Food Hygiene legislative compliance including COSHH, HACCPS, Allergens, etc

· Knowledge of food sustainability practises 
ESSENTIAL QUALIFICATIONS 

· Recognised food production qualification, such as NVQ level 3, BTec or 706 1/2
· Food Safety Qualification at Level 2 or above
ESSENTIAL EXPERIENCE 

· At least 3 years’ food production experience in a commercial hospitality environment or educational training kitchen 
· Proven experience in the training and development of individuals from a varying skill base in food production
· Experience in the purchase, planning and production of menu cycles, recipe files, and method statements
· Comply with training plans, monitoring performance, and producing completing evaluation reports 
· Working within a set budget and to report variances
· Knowledge of current food trends
· ESSENTIAL SKILLS 
· Excellent supervisory, training, and leadership skills
· Proven ability of working to deliver a project and its objectives 

· Ability to monitor and complete reports for both internal and external bodies

· Compliance with new innovative food menu planning programmes
· Ability to monitor and administer all aspects of financial planning, purchasing and food cost control
· Ability to communicate with people from a variety of different backgrounds both face to face, in writing and by telephone. 
· Ability to act calmly and adapt to an ever-changing environment and respond promptly and responsibly to risks which may arise within the operation
· Ability to develop and maintain excellent, positive and progressive relationships and open communications with, trainees, colleagues and customers
· Attention to detail in delivering service food quality standards
· Good organisational skills, with an ability to take the initiative, manage priorities and work independently without direct supervision, but also as part of a team

DESIRABLES  
· Experience of Working with ex-offenders, students, or disenfranchised groups
· Knowledge of sustainability 
· Working with volunteers
· Programme administration and development  
· Public speaking  
· Training or NVQ assessor qualification 
· Customer service qualification     
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