
Generic POSITION DESCRIPTION –Head Chef
This document is designed to provide the basis for a position description that could be applicable to most club Head Chefs; however some tasks will not be relevant to all clubs. We suggest that the person who will be responsible for the appointment:

· Reviews each section of this template 

· Tailors the position description to suit your club facilities and needs by deleting objectives that are irrelevant and adding objectives not covered herein

· Considers how previous chefs have performed and ensures that this position description would have provided adequate guidance and performance expectations

· Shares the final document with the Board prior to commencing the recruitment process, to ensure a common understanding of the new Head Chef’s expected role.

	Section A 
	POSITION DESCRIPTION-Head Chef

	Personal Details 
	Part 1

	Name: 
	Date of this review:

Date of last review:

Reviewer:

Reviewer's Manager:



	Job Title: 
	

	Accountable to:

Accountable for: 
	

	Location: 
	

	Terms and Conditions of Employment: 
	

	Primary Role 
	Part 2

	To manage the food production and kitchen so that the club standards of food service to club members and guests are met.
	

	Knowledge/Skills & Experience Required
	Part 3

	1. Evidence of formal qualifications

2. Minimum of 3 years experience in food production including management of costs, profit and staff
3. Evidence of competent computer skills
4. Excellent interpersonal and communication skills
5. Evidence of  strong management and organizational skills

	

	Knowledge/Skills & Experience Desirable
	Part 4

	Experience with both a la carte and function/event dining 

Experience working within a fast paced kitchen environment
Ability to work well within a team


	

	Section B
	Key Performance Areas/Key Performance Indicators (KPAs/KPIs)

	Key Performance Areas 
	Major tasks within the KPAs
	Target KPIs
	Results

	1

Food Quality
	· Creation and delivery of club appropriate menus incorporating seasonal menu changes

· Maintain a clean, safe and professional working environment
· Ensure appropriate food storage and preparation procedures
· Keep abreast of latest food trends


	· Production of  quality menus and food

· OH&S standards are continuously honed and monitored

· Safe plating of quality ingredients


	

	2

Cost/Profit
	· Preparation of annual budgets

· Preparation of monthly management reports
· Produce accurate food costings
· Implement strict and accurate stocktake/stock control procedures through effective stock/ordering systems
 
	· Timely and accurate delivery reporting
· Profit centre achieves budgeted GP
· Minimise and document wastage to XXXX

	

	Customer
	· Implement systems to ensure service is completed efficiently, even if Head Chef is absent

· Prompt and timely execution of customer service

· Delivery of special menu requests

· Work with the Club manager to develop food revenues from functions/events
	· Consistently high food and service delivery
· Customers needs attended to in a timely manner
	

	Staff
	· Management responsibility for cooks, kitchen and waiting staff including recruitment, induction, training, rostering, performance management and termination
· Rostering, staff costing and budgeting
· Development of daily task rosters

	· Staff provide expected level of customer service 

· Staff fulfil required duties in a timely manner
· Rostering does not exceed budgeted costs
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