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KOROWAI TAKITINI




JOB DESCRIPTION

JOB TITLE - 


Cook

RESPONSIBLE TO - 

Team Manager
DIRECTLY SUPERVISED -
Team Manager
QUALIFICATIONS/EXPERIENCE




 

Safe Food Handling Certificate






First Aid Certificate




Experience cooking in a residential setting





Experience menu preparation






Experience managing food inventory











RESPONSIBILITIES 
The Cook will provide a quality service to guests by

· Being responsible for the preparation of meals to the required standards as set by Health & Safety policy and procedures. 
· Being responsible for the preparation of menus in accordance with written policies and within budget requirements and for placing orders with suppliers as delegated by the team leader
· Implementing the Centre's local policies and procedure, and the national policies found in the Addiction Services or Supportive Accommodation Services Policy Manual.

· Identifying any problems relating to the service to clients/residents and reporting them to their manager

· Giving supervision of clients on rostered kitchen duties, will attend to special dietary needs of clients as requested by the Nurse and allowing for special needs that may be requested by case workers eg vegetarian.  

· Maintaining adequate supplies of foodstuffs, kitchen and dining room cutlery and crockery and advise all needs to the Team Leader.  

· Maintaining standards of cleanliness, hygiene and safety in accordance with Health Department regulations and policy will be a high priority, all relevant information pertaining to this area to be noted as directed.

OBJECTIVES -


1 To maintain a high standard of nutrition and presentation.

2 To operate within budget requirements.

3 To prepare evening meals that thay can be served at the requested and required time.

4 To be a participating member of the total staff team.
5 To show an attitude of empathy and care to clients and give adequate information to counsellors if required.

EXPECTED OUTCOMES



PERFORMANCE MEASURES
	1  Menus and Meal Preparation

1.1
Menus prepared with reviews to allow for seasonal changes and budget requirements. 

1.2
That meals are prepared in accordance with written menus for that day.  That Orders or requisition of food and produce are accurate and timely to ensure efficient operation
1.3
That the meat is taken out of the freezer in time for meals and to ensure that the order is available for the following week and the coming weekend.

1.4
That the clients had prepared vegetables for that day.

1.5
That lunch and dinner preperation is being completed by the required allocated clients.

1.6
Meals to meet deadlines as arranged by management and that numbers will be checked out with reception.

1.7
To use a balance of vegetables with the provision of salads at lunch.

1.8
Fresh fruit to be put out as available. 

1.9
That scones, buns, muffins etc to be made for morning tea 3 days a week 

1.10
That the evening meal is served at at 5.30 pm.

1.11
That nutrition and diet needs are catered for as instructed by the Nurse/medical team or dietician.

2  Cleanliness
2.1
That kitchen appliances and areas such as pantry are kept clean at all times and washed thoroughly after use.

3  General
3.1
That visitors do not receive meals unless authorised by Team Leader.

3.2
That numbers of clients for catering purposes re checked each day.  

3.3
That the pantry and breakfast bar is kept stocked from the canteen.

4  Security
4.1 That residents do not have access to stores and that keys are not given out.

4.2
That the pantry & fridges are     

locked by 5.30 pm.

4.3
That no food is taken from the kitchen without authorisation

4.4   That the telephone is locked away  before vacating the premises.

5  Public Relations
5.1
To keep a good image to visitors to the Centre.

5.2
To keep the contact with suppliers and contractors to high level of politeness and at a standard in accordance with policy.


	1.1.1
Menus inspected and reviewed

1.1.2
Performance appraisal

1.2.1
Inspection

1.2.2
Client feedback

1.2.3
Performance appraisal

1.3.1
Inspection and liaison with House Manager

1.3.2
Performance appraisal

1.4.1
Inspection

1.4.2
Performance appraisal

1.5.1
Inspection

1.5.2
Client feedback

1.5.3
Performance appraisal

1.6.1
Inspection

1.7.1
Guest feedback

1.7.2
Inspection

1.8.1
Guest feedback

1.8.2
Inspection

1.9.1
Inspection & review

1.9.2
Guest feedback

1.10.1
Inspections

1.10.2
Guest feedback

1.11.1
Guest feedback

1.11.2 Inspection & review

2.1.1
Inspection

2.1.2.
Management feedback

3.1.1
Reviews

3.2.1
Inspection

3.3.1
Inspection

4.1.1
Inspection & review

4.2.1
Inspection

4.3.1
Inspection & review

4.4.1
Inspection

5.1.1
Feedback

5.1.2
Performance appraisal

5.2.1
Inspection & reviews

5.2.2
Performance appraisal




Other duties:


Notwithstanding any respective definition or classification of employment, the employee may be required to undertake other lawfully permitted duties
