JOB DESCRIPTION

	POSITION
	Head Chef

	REPORTING TO
	Executive Chef

	SECONDARY REPORTING LINE
	General Manager

	DEPARTMENT
	Kitchen


The focus of this position is the management of the day to day operations of the ( name area ) kitchens you are working in order to meet with the specified standards, objectives and policies of the kitchens.

Key performance Areas

OPERATION

	Ensure correct staffing according to business levels
	Monthly allocate off days and leave days – only one staff member per section to off / leave at any given time.

Issue roster per week by no later than Saturday with specific functions allocated to specific chefs.
As business levels change, balance rosters and hours worked.

	Internal Communication
	Ensure function sheets are well displayed for all staff to see.
Ensure that additional information is added to function sheet as you become aware of it.

Ensure other internal communications – annual leave schedules, memos, and minutes of meetings are displayed for all staff to read and see.

Establish an effective system of communication between other departments and all staff.

Ensure that a weekly meeting is taking place in your department.

	Daily allocation of duties
	All activities and extra tasks are allocated for the week and discussed with senior cooks.

	Meal Times and Functions
	Ensure the high standard of food is maintained as per photos / standards set.
Ensure that meal times are ready for guests 1 hour before lunch time.
Ensure that meals are ready to be served 30 minutes before service starts.

	During Service
	Take care of any special requests that comes up during service.
Ensure the buffet area and the food are well presented, clean and equipment is fully functional at all times.



	Quality
	Quality is served with each meal that goes out.
Menus are to be adhered to and any deviations to be communicated to the Lodge Manager / Duty Manager, GM and Executive Chef.

All meals to adhere to set recipes and presentation photos.

Ensure condiments are offered and are well presented on the buffet.

Minimum use of pre-made items.

Sauces to be self made and not bought in.

All requirements as prescribed by the Quality Committee to be implemented.

	Staff Dress Code
	To ensure that all staff are neat, clean and correctly dressed and equipped with the necessary items required for efficient service, thereby maintaining the highest standards and appearance and skills as required by company policy.

	Cleanliness
	To maintain an acceptable standard of cleanliness throughout the kitchens at all times at.
Cleaning Schedules are adhered to.

	SOPs and House Rules
	Be familiar with all operational manuals ( SOP ) and house rules.
Ensure that all SOPs and house rules are available and explained to all staff in your department.

Strict enforcement of SOPs and House Rules in your department.

	Maintenance
	Set up a system where all maintenance related issues are reported timeously.

Report all issues on a daily basis to the Maintenance Manager.

Communicate any issues that are outstanding longer than 3 days to the GM and Exec Chef.

	Kitchen
	Ensure the standard menu is being followed.

Food is served at the prescribed standard.


GUEST EXPERIENCE

	Enhancing the Guest Experience
	Ensure all aspects requested on the function sheet, reservation notes are met.
Interact with guest in asking how they are enjoying their meals and meeting special requests.
Ensure each meal has a live element that creates interaction with guests.

	VIP Guests
	All VIP guests are handled in accordance with their VIP Status and that VIP touches are ready for them
See VIP SOP for details

	Collection of Feedback
	Make sure you keep track of food related complaints and submit to GM / Exec Chef.


FINANCIAL

	Stock
	The budget for the kitchen outlets is for the use of the Head Chef and all expenses are to be in line with the Budget SOP.

All orders are placed by the Head Chef.

All equipment orders are placed in accordance with budget control requirements.

Ensue all stock is received in accordance to stock SOP

Ensure that stock rotation is done in all kitchens.

All food that comes back is rotated and reworked.

No staff member to eat out of the kitchen.

	Stock Take
	Ensure that the food and equipment stock takes are done as required.
Be present at the stock takes.

Twice monthly stock take done in accordance with SOP for food.
Once per month equipment stock take.
Ensure stock take procedures are followed – count teams with counter & writer.
All stock sheets to be signed off as accurate by Head Chef before sending up to F&B Control for capturing.

Ensure variance reports are dealt with within a 24 hour period.

	COS & COS Variances
	Ensure cost allocation sheets are done eg staff meals

Investigate and report any discrepancies in the kitchen.
Make the necessary adjustments to cost as needed.

	Revenue Tracking
	In conjunction with Reception ensure that the meal allocation sheets are kept up to date.
Meal allocation information to be send to F&B Control and Finance as per stock take cycle.

Check daily that meal allocation has gone through night audit.

Check that day visitors and any other additional revenues ( eg halaal meal charges ) are reflecting.


HUMAN RESOURCES

	Schedule and control annual leave
	Collect all dates for annual leave.
Ensure annual leave schedule is in operation for the financial year.
Ensure that every staff member goes on leave as required.
Submit the annual leave application to head chef two weeks prior to the staff member going on leave and to the GM for finalisation.

	Training
	Ensure that weekly training schedules are set and trained accordingly.
Training attendance rosters to be completed for each training session and handed to the Escarpment GM for control purposes.

	Staff Meetings
	Attend weekly meetings held every week with other kitchen members.

	Schedule and control other leave
	This is for sick, family responsibility, unpaid etc.

Collect all relevant documentation regarding the leave applications.
Bring application to head chef for approval

Emergency applications can be signed off by the head chef.

	Performance Appraisals
	Assist from time to time with performance appraisals

	Grievances
	Help with Investigating of staff grievances. 


GENERAL
	Set an example for your staff and offer leadership.

	Use your own initiative, cope in an emergency, accept change and keep up to date with new technology.

	Ensure that any first aid or fire action is taken speedily as required.

	Ensure maximum security in all areas under control.

	To wear full uniform when on duty as specified on Uniform Standards Policy

	Be punctual

	To be available to work extra time

	To be familiar with rules and regulations and security procedures

	Attend management meetings as requested.

	To perform any other reasonable duties as prescribed by the management


