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Promoting and influencing healthy food choices for children.



[Insert school name and logo]

Position Description

Canteen Manager

	Purpose of the position
	This position is responsible for the profitable management and operation of the school canteen according to the policies and procedures of [insert school name/governing body]. The Canteen Manager will support the development of strong relationships in the school community, in particular the students, parents, volunteers, teachers and other school personnel.

	Canteen policy
	The [insert school name] canteen’s aims and objectives are to:

· [List aims, including following Fresh Tastes or NHSC guidelines, food safety procedures and overall purpose of canteen].

	Relationships
	This position works closely with the P&C, canteen committee, canteen convenor, the school principal and the students, staff and wider school community.

	Immediate manager
	The Canteen Manager is responsible to the P&C executive through the canteen convenor OR the principal (if a school-run canteen).

	Reports
	Canteen Assistant/s and volunteers report to this position.

	Stakeholders
	School community including students, staff, volunteers, parents and wider school community.

	Extent of authority
	· Has authority to purchase/order necessary products and produce to deliver a healthy canteen food service.

· Exercise a degree of autonomy to achieve objectives of the position.

· Management and direction of Canteen Assistant/s.

· Canteen Manager is responsible to the canteen convenor and P&C executive.

	Key responsibilities
	The Canteen Manager is responsible for the management of the day-to-day operations of the school canteen. This includes the following responsibilities:

· Providing leadership to canteen staff and volunteers to ensure the delivery of an affordable food service to the students and staff of the school.

· Planning, organising and monitoring the day-to-day operations of the canteen, including the rostering of voluntary workers, daily record-keeping (as deemed necessary by the canteen policy), opening and closing the canteen, preparation and cooking for service and ensuring all workers sign in and out.

· Developing the necessary procedures to deliver the food service.

· Ordering, purchasing and checking all supplies against invoices and delivery dockets, then passing them on to the appropriate financial delegate.

· Using food preparation and cooking skills to minimise waste of fresh produce.

· Orientating and training volunteers in food preparation and other procedures to deliver an affordable food service to students and staff.

· Ensuring that the products and services supplied by the canteen are marketed and promoted to generate a high level of sales on a daily basis.

· Ensuring that food product prices are monitored and value for money considered.

· Counting, recording and reconciling the daily takings according to school policy for safe handling of money.

· Providing a report to the canteen convenor on the activities of the canteen, including sales once per term.

· Ensuring that stock is kept at appropriate levels and a stocktake is undertaken at the end of each school term.

· Maintaining statistical records according to the policies and procedures set down by the P&C executive to reconcile sales to purchases and to allow for informed decision making when adding or taking an item off the menu.
· Implementing procedures and processes regarding food safety to ensure that correct food handling and hygiene practices are in line with Standard 3.2.2.

· Attending canteen committee meetings with a P&C representative once per term.

· Cooperating with the P&C in organising the ordering, delivery and storage of items for special events being conducted by the school.

· Ensuring the health, safety and welfare of others in the canteen including undertaking a canteen risk assessment for hazards every term according to work health and safety legislation.

· Ensuring security in the canteen, such as cash handling, keys, arming security alarms, locking all doors and windows, switching off all appliances (except refrigeration units) and restricting entry to the canteen to only those who are authorised to be there.

· Ensuring that the appropriate level of cleaning is canteen is carried out daily (e.g. dusting of shelves and stock, wiping down benches, cleaning of all equipment and fixtures etc.) in according to the cleaning procedures set out in the food safety plan.

· Logging maintenance issues and adhering to OH&S policies and procedures.

· Ensuring the canteen is vacated daily at the time negotiated with the school principal, having completed all daily tasks.

· Ensuring a pleasant work environment for volunteers.

· Ensuring that the operation of the canteen is in line with the values of the school.

· Ensuring that students are treated with respect and dignity and, should any issues arise, they are immediately reported to both the P&C and school administration.

· Participating in a performance appraisal meeting once per term.


	Key results area
	Activities
	Measures

	Implement efficient systems in the school canteen.
	Develop and implement systems and processes necessary to establish an effective and efficient delivered food service at the school.
	Systems and process developed and followed:
· Ordering and receiving deliveries

· Cash handling

· Cleaning schedule

· Daily takings

· Temperature checks

· Lunch order system

· Catering system

· Wastage report

Compliance of procedures audited on a term-by-term basis, procedures reviewed and altered on an as-needed basis.


	Accounting and management
	Processing of invoices and sent through to appropriate financial delegate.
Completing daily takings sheet and tally sheets each day.

Ensure cash is banked according to school procedures and remaining canteen float is stored securely.

(Optional) Specific financial targets are met for the financial year.
	All invoices sent through in a timely manner to ensure payments are made prior to due dates.
Daily taking sheets are reviewed each week and as a whole at the end of each term.

All money banked according to procedures.

Targets are met or exceeded.

	Other
	Other duties as required.
	Promptly attends to requests made by the P&C executive, principal or canteen convenor to undertake other duties.


Healthy Kids Association Inc.
Suite 1.04, 16 Cambridge Street, Epping NSW 2121
Tel: 02 9876 1300 Fax: 02 9876 1471 Outside Sydney: 1300 724 850 ARB: 127 294 615 ABN: 21 610 083 187
Email: info@healthy-kids.com.au Web: www.healthy-kids.com.au 
Supported by the NSW Ministry of Health

