
 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  

JOB DESCRIPTION 

Job Title Catering Manager   

Job Holder  

Responsible to: Beacon of Light General Manager   

Responsible for:  

Hours: 40 hours  

Salary Band: £25,000-28,000  

 

Main Duties: 1. Manage food and beverage provision for the Beacon of Light 
including delivery of the cafe service; organising, leading and 
motivating the catering team through management of staff rotas, 
recruitment and training. 

2. Maximise sales and meet profit and financial expectations 
including management of the vending service throughout the 
Beacon of Light. 

3. Management of event catering for the Beacon of Light, 
maximising income through curation of special event menus and 
high-quality delivery of service.  

 
1. Manage food and beverage provision for the Beacon of Light including delivery of the cafe 

service; organising, leading and motivating the catering team through management of staff 
rotas, recruitment and training. 

• Execute and maintain an attractive, high-quality menu that appeals to our ranging customer 
groups. 

• Lead and coordinate the activities of the cafe staff, ensuring efficient and seamless service. 

• Maintain high standards of food hygiene and safety in accordance with local regulations. 

• Implementation and management of POS system.  

• Manage implementation of all policies and procedures as implemented by management.  

• Be attentive to customers' dietary needs and preferences. 

• Offer exceptional customer service that contributes to the sociable and friendly environment 
of the Beacon of Light.  

• Remain up to date on food/drink trends and industry best practice.  

• Benchmark our offer against local competitors and respond to local need.  

• Oversee catering staff, ensuring they are well trained and adhere to quality and service 
standards. 

• Schedule and coordinate staffing, including integrating volunteers through the Foundation of 
Light, ensuring fair rota system that includes own role. 

• Manage the overall operation of the café, including inventory, ordering supplies, budgeting 
and reporting. 

• Manage and control all café stock, ensuring replenishment in line with Beacon of Light user 
requirements.  

 
 

2. Maximise sales and meet profit and financial expectations including management of the 
vending service throughout the Beacon of Light. 

• Manage stock control and replenishment of Beacon of Light vending machines, ensuring 
profitability. 

• Negotiate pricing with suppliers and vendors to optimise costs, acting as single point of contact 
for suppliers. 

 
3. Management of event catering for the Beacon of Light, maximising income through curation 

of special event menus and high-quality delivery of service. 

• Collaborate with the management team to curate special event menus and manage catering 
for Beacon of Light and Foundation of Light events. 

• Manage bar activity during Sunderland AFC Fan Zones activity. 

• Develop and manage catering budgets, ensuring profitability and reporting P&L to 
management. 

• Manage the execution of all event catering, ensuring they are appropriately resourced.  

 



  

Other duties: 

Please note, weekends and evening work will be required.  

You will be required to undertake other duties from time to time as required.  

Any potential permanent changes to your role will be discussed, and agreement reached prior to 
being undertaken. You will be notified of any permanent change in writing.  In addition to your normal 
duties, you may be required to undertake additional or other duties as necessary to meet the needs 
of the Foundation of Light. 

Staff are required to work with volunteers in a way of mutual respect and commitment to 
organisational goals and objectives. This includes staff who do not directly supervise volunteers but 
may engage with them within the organisation. 
 

 
Behaviour and professional expectations: 

• Maintain working practices in line with Foundation of Light Equality and Diversity, Health and 
Safety and Safeguarding policies; self-awareness of own responsibility in these areas  

• Ensure regulatory and legislative requirements are met at all times 

• Conduct should reflect the Staff Behaviour Policy (Code of Conduct); uphold Foundation 
core values (as shown below) at all times 

• Maintain the highest level of professionalism and confidentiality. 

• Attend working groups and CPD session as required 

• Build strong internal relationships 

• Work in collaboration with colleagues to achieve the end goal 

• Ensure positive organisational messages and culture are maintained 

• Contribute to good housekeeping across all Foundation sites and equipment 

• Follow the laid down policies and procedures at all times 
 

 
Equality, Diversity and Inclusion Statement: 
All individuals will be treated equally and fairly in the application of this procedure. All reasonable requests 
to accommodate requirements in terms of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation will be made. 
 
Safeguarding Statement 
We expect all staff, volunteers and partners to share our commitment to maintaining a culture of vigilance, 
and believe that all staff, volunteers and partners have a responsibility to report any concerns about the 
welfare of any child, young person or adult at risk. 
 
Foundation of Light Values: 
Innovative, Passionate, Excellence, Collaborative, Integrity, Agile. 
 

 



 
  PERSONAL SPECIFICATION 

 

 
Requirement 

Essential (E) or 
Desirable (D) 

How Assessed (CV, 
Interview, 

Observation) 

                                                       Skills and Abilities  

Excellent customer service skills  E Interview  

Management skills  E CV 

Budgeting and management accounts  E CV/Interview 

Benchmarking and competitor monitoring  E Interview  

Motivation E Interview 

Communication E CV/Interview 

Organisation E CV/Interview 

Time management E Interview 

Facilitation E Interview 

Communication, oral and written E Interview 

Planning and control E CV/Interview 

Team work E Interview  

Work on own initiative E Interview 

Interpersonal E Interview 

Conflict handling and resolution E Interview  

Creativity and imagination relevant to the workplace D Interview 

ICT and administration E CV/Interview 

Ability to work under pressure and to tight deadlines E CV/Interview  

Ability to be agile in response to changing event 
requirements 

E Interview  

                                                         Personal Attributes  

Self-motivated, able to use own initiative, confident and 
perisistent  

E Interview  

Commitment to the Foundation of Light’s objectives 
and values  

E Interview 

Positive and enthusiastic E Interview  

Punctual and reliable E CV/Interview  

Commitment to personal and professional 
development 

D Interview  

High aspirations and highest possible standards for 
young people 

D Interview  

Non-judgemental, open-minded attitude E Interview  

Flexibility in working, and positive approach to change E Interview  

Able to work in the evenings and at weekends if 
required 

E Interview  

Employs a creative and imaginative approach to 
working 

E Interview  

                                                         Knowledge and Understanding  

Health and Safety procedures E CV/Interview  

HACCP  E CV/Interview 

COSHH D CV/Interview  

Nutrition  D Interview  

Management of POS system  E CV/Interview  

 



 
  

Workplace behaviours and conduct E Interview  

Willingness to undertake training relevant to the role  E Interview  

Delivery of exceptional customer service E CV/Interview  

                                                  Experience  

Managing a catering operation E CV 

Managing a team of catering staff  E CV/Interview  

Management of stock control E CV/Interview  

Management of event catering  E CV/Interview  

Developing menus for specific user groups  D Interview  

Planning and working to budgets E CV/Interview  

Meeting targets in the workplace E CV/Interview  

Monitoring and evaluation mechanisms  E CV/Interview  

Producing management and revenue reports  D CV/Interview  

Negotiation with catering suppliers  E CV/Interview  

                                           Qualifications (or equivalent)  

Level 2 Food Hygiene E CV 

Level 2 Health and Safety  D CV 

Team Leading / Management  D CV 

 

 



  
 
  



 
  



 


