
	
	

HIGHFIELD & BROOKHAM SCHOOL 
 

JOB DESCRIPTION 
FOR 

CATERING MANAGER 
	
	

Day to day responsibility to: The Domestic Manager 
Ultimately responsible to:  The Bursar 
 
Highfield and Brookham Schools are highly successful and thriving Prep and Pre-Prep co-ed 
Schools respectively, catering for up to 520 children (220 pupils at Brookham and 300 at 
Highfield, 125 of which are boarders). Brookham is a day school for children from Nursery to 
Year 3 and Highfield is a day and boarding school for children from Year 4 to Year 8, with 
Saturday School.  They also offer a delightful working environment set in 175 acres of beautiful 
West Sussex and Hampshire countryside yet only an hour from central London by fast train 
from Liphook or near-by Haslemere. Approximately twenty members of staff live on site.  The 
kitchen facilities offer state of the art equipment, in generous and spacious conditions. 
 
Highfield & Brookham Schools are described in ‘The Good Schools Guide’ as: 
 
‘Exciting country prep school storming its way into the big league. Tradition with a twist….’ 
  
‘A relaxed environment in 175 acres of glorious countryside on the Hampshire/West 
Sussex/Surrey borders…nothing less than idyllic’  
 
‘All in all the schools are one of the most innovative (but still with a sense of tradition) boarding 
and day pre-prep and preps we have visited’ 
	
 
The post: 
 
The Catering Manager’s main purpose is to manage and oversee the day-to-day catering and 
all hospitality required by the school. This position will include menu planning and costing, 
staff recruitment, training, HACCP, health & safety, COSHH, payroll, budgets and monthly 
accounts.  You will be required to liaise with parents, staff, pupil, suppliers and external clients 
alike. 
 
The school also has an on-site café that you will oversee with the Café Manager, Supervisors 
and Head Chef. 
 
 
 
 



The candidate: 
 
You should have a solid, proven record in a similar role and a passion for fresh and exciting 
food provision. To do well in this role, you should have exceptional leadership and 
communication skills to lead a team of 30 staff in a prestigious school, with numerous 
hospitality events.  You must be able to demonstrate an outstanding ability to operate in a 
fast pace environment with a flair for innovative food offerings. 
 
Desirable qualifications and experience: 

• Industry qualifications and experience 
• Level 3 Managing Food Safety certificate 
• IOSH Managing Safely 
• Experience in and/ or knowledge of Independent Schools sector 
• HND qualification or equivalent in Hospitality/Catering management 

 
 
The following job description is a guideline of the list of duties expected of a Catering 
Manager, the order of which does not imply precedence and will be decided by the 
management. Because of the diversity of the service that the school must provide, it may be 
necessary to call upon your skills and experience to carry out other tasks and duties when 
deemed necessary by Senior Management. 
 
Strategic and Operational  
 

1. To oversee all ordering and menu planning with the assistance of the Head Chef; 
2. To work with the Domestic Manager and HR with advertising, interviews and the 

selection process for new employees.   Induct and develop talented employees 
within the team and, if necessary, firmly and fairly manage poor performance; 

3. To liaise on a day-to-day basis with the Domestic Manager to discuss any additional 
requirements, issues, problems or concerns; 

4. To ensure the correct ordering, delivery and storage of all catering goods; 
5. To coordinate deep cleaning and equipment maintenance contracts; 
6. To report any maintenance issues to the Estate Department; 
7. To attend meetings, conferences and training courses as and when required; 
8. To report sickness, lateness or absenteeism on time; 
9. Responsible for driving continuous improvement and innovation; 
10. Attend pupil food committee meetings as agreed. 

 
 
Food and Service 
 

1. To be creative and have enthusiasm for good food, presentation and innovation in 
line with the school’s vision and ethos; 

2. To ensure the quality, presentation and selection of food is to the highest standards 
and that healthy eating is promoted to the expectation of the school; 

3. To ensure that food is prepared and served to the school on time; 
4. To provide for any special dietary requirements where necessary, and to consider 

the preferences of the children, ensuring the team are aware and updated regularly; 



5. To be able to motivate staff to achieve targets and maintain high standards of food 
quality and presentation; 

6. To reduce all waste and ensure that it is disposed of in the correct manner – 
recycling, non-recyclables, food waste and to ensure that the waste management 
area is always kept clean and tidy with the waste being placed in the correct 
containers. 

 
 
Hospitality and Events 
 

1. To liaise with the Domestic Manager regarding functions, tournaments, concerts and 
other events that are required outside of the normal day to day operation of the 
school; 

2. To co-ordinate the delivery of food and drink to other locations around the Estate 
for events; 

3. To be available to work for additional events in the school calendars outside of your 
normal shift patterns. 

 
 
Compliance 
 

1. To ensure with meticulous care that all food safety and COSSH regulations and all 
legal requirements such as Natasha’s Law are adhered to; 

2. To manage, review and maintain the School’s HACCP Policy; 
3. To observe and to be aware of Health & Safety regulations to keep oneself and 

colleagues safe; 
4. To complete and maintain all legislative paperwork as required by law; 
5. To ensure all staff within your department have completed all the legally required 

training courses and that this is recorded on their personnel files to ensure 
knowledge learned is transferred to best practice within the department; 

6. To meet all statutory requirements for ISI, trading standards and Local EHO 
inspections; 

7. To ensure the safe storage of all foods; 
8. To ensure that all service staff have full knowledge of dishes regarding ingredients, 

allergens, cooking methods, correct portion control and any special dietary 
information; 

9. To ensure that temperature records and monitoring is carried out daily; 
10. To ensure correct cleaning procedures, set cleaning schedules and update them 

when necessary; 
11. To ensure that all equipment being used is operated correctly and cleaned at the 

end of each shift and left in a clean condition for the next day; 
12. To ensure that the correct footwear is worn on all occasions. 

 
 
Financial  
 

1. To plan the catering and labour budget; 
2. To manage food and non-food costs within the set budget; 
3. To make sure that all hospitality and meals are costed correctly; 



4. To provide the Domestic Manager and Bursary with accounts monthly and any 
relevant invoices on a weekly basis, checked and approved with all corresponding 
delivery notes and paperwork; 

5. To keep a list of non-budgeted issues monthly to be discussed at the Finance 
Committee; 

6. To monitor and check regularly costs and services from suppliers; 
7. To obtain supplies and purchases from appointed suppliers and to have a good 

relationship with our procurement company with full understanding of their 
agreement with the school; 

8. To ensure stock is controlled and rotated; 
9. To operate and control stock, keeping accurate and up to date records and ensuring 

security of stock; 
10. To manage staff resources to achieve budgeted payroll; 
11. To provide the Bursary with pay roll information monthly. 

 
 
Team Management 
 

1. To have a smart appearance at all times and ensure that all staff within your 
department wear the correct clean uniform which should be changed daily; 

2. To ensure that your appearance and personal hygiene are kept to the highest 
standard – no jewellery to be worn during shift and hair to be clean, tidy, and tied 
back if required. To ensure that all staff within your department adhere to the same 
rules; 

3. To be flexible where work and time is concerned; 
4. To have excellent communication skills; 
5. To have good numerate and English skills; 
6. To be able to work as part of a team and be self-motivated with a desire to provide a 

first-class service. 
 

 
The above list is not exhaustive, but gives a good overview of the main duties and 
responsibilities that you are expected to carry out and what is required to fulfill the role 
 
Safeguarding: 
 
It is expected that you will take responsibility for promoting and safeguarding the welfare of 
children with whom you may come into contact with. If in the course of performing your 
duties, you become aware of any actual or potential risks to the safety or welfare of children 
within the school you must report any concerns to the Headmaster or Headteacher. 
 
I agree to the job description outlined above. 
 
 
 
Signed: ...................................................  Name: .................................................... 
 
 
Date: ............................................................... 
 
SG/MH May 2022	


