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INTRODUCTION

The Sous Chef will demonstrate a real passion for food. 
They will motivate and organise their team whilst 
managing the preparation and service of all meals in line 
with the Mill Hill School Foundation's expectations. They 
will also be responsible for all aspects of food safety and 
health and safety, whilst paying particular attention to 
current allergens practices and regulations.

Key facts about this role

Reporting to

Responsible for
ALL CHEFS AND KITCHEN PORTERS 

HEAD CHEF & CATERING MANAGER



THE SCHOOL

The Mill Hill School Foundation
Educating boys and girls from aged 3–18, seeking to equip them for life, both now and in 
the future.  

Our four schools are situated in over 150 acres of magnificent grounds on the edge of the 
North London Green Belt, providing a wonderful environment in which to work. 

We are committed to the on-going professional development of all our teaching and 
support staff as well as the full induction and training of all new staff.



MAIN DUTIES AND RESPONSIBILITIES

Accountabilities:
> To ensure that the catering department’s 
accountancy, documentation and administration 
procedures are carried out to the laid down standard 
and that the necessary weekly returns are completed 
accurately and submitted to the Catering Manager or 
Domestic Bursar.
> Ensure that all costs and expenditure are within the 
budgeted levels agreed between the Bursar and 
Domestic Bursar.  Control all costs such as labour, 
expenses, cash purchases as agreed with your line 
manager.
> Accepting full responsibility for the service and to 
be responsible for all Hospitality related activities, 
production service, clear down 

Key Performance Areas:

> To establish and maintain satisfactory 
relationships with individuals at all levels within the 
organisation of the Mill Hill School Foundation
> To implement and maintain the Statutory and MHS 
Foundation standards of hygiene, health and safety 
and take any action as is necessary.  

> Commercial customer satisfaction
> MHSF customer satisfaction

> Compliance to MHS Foundation and statutory 
regulations relating to food safety, safe systems of 
work, health & safety, hygiene, cleanliness, fire and 
COSHH.

> Delivery of a consistent level of service, within the 
MHS Foundation’s standards, to the agreed 
specification, service offer and agreed performance, 
qualitative and financial targets

> To ensure the prompt and efficient preparation 
and service of all meals and breaks at the required 
time, being provided to the standard of the food 
service offer as laid down in the Service Level 
Agreement and to the customer's satisfaction.
> To understand and maintain the standards and 
integrity of the service offer and Service Level 
Agreement at all times. 

> To implement and maintain all Statutory and MHS 
Foundation policies and procedures, 
communicating it to all staff
> To ensure that all food is prepared with due care 
and attention, particularly in regard to customers’ 
special dietary requirements: for example, nut, dairy 
or wheat allergies. 
> Motivate and lead employees to perform their 
roles to a high standard. Identify and communicate 
to your line manager training needs and 
requirements.

> People Management



Knowledge, Skills and Experience Required:
> Ability to achieve and set standards and operate to 
performance criteria, with particular regard to 
hygiene
> Positive approach to learning in role and 
identifying own training needs as appropriate
> Self-motivated
> Sense of own initiative

> Ability to work well under pressure
> Good time management and organisational skills

> Good interpersonal skills and ability to  
communicate effectively with customers, clients, 
and staff 

> Ability to work effectively as part of a team 
> Flexible approach to role

Competencies:
> Leadership
> Resilience
> Impact and Influence
> Working with Others
> Planning and Organisation
> Results Orientation
> Financial and Business Awareness 
> Continuous Improvement

> Literate and numerate
> 706/2 or NVQ2 chef qualification, or equivalent

> Previous experience of chef management/
supervision in a school/university/large 
establishment

Key Tasks:

> To ensure that the MHS Foundation and Statutory 
Regulations pertaining to the safe and hygienic 
operation of the kitchen and ancillary areas are 
adhered to by all members of staff and visitors. 
> To assist with planning menus, rotas, orders, and 
receiving, checking and storing deliveries as 
requested. 
> To complete the menu purchase planner for all main 
meals.

> To organise and assist in the preparation and 
presentation of all meals services at the required 
times and to the required standard.

> To ensure all work areas and surfaces areas clean 
and tidy as is practical at all times, especially at the 
end of the day/shift.
> To take all necessary steps to ensure maximum 
security of the kitchen, food stock, store, office and 
any other areas under your responsibility.
> To assist as may be required from time to time with 
the services and cleaning down of the unit.
> To assist the Manager to recruit, support, control 
and discipline staff according to the needs of the 
unit within the procedure as laid down by the MHS 
Foundation policy. To keep records of any 
disciplinary issues and keep the Domestic Bursar 
informed of these
> To assist the Management to monitor the 
performance of staff and provide training and 
coaching as necessary.
> To prepare all food with due care and attention, 
particularly in regard to customers’ special dietary 
requirements: for example, nut, dairy or wheat 
allergies. 
> To carry out any reasonable request by 
management.

> To report and to take action about customer 
complaints or compliments: to reduce the former 
and increase the latter.

Irregular Duties:
Documentation to be completed daily/weekly: 
> Menu purchase planner
> Order sheet/book
> Stock take sheets
> Special function costing sheet
> Staff rotas
> Pupil & special function menus
> Food safety diary
> Staff consultation meetings
> Minutes of team meetings
> Pupil food council meetings

> To report and, where possible, take action for any 
incidents of accident, fire, loss, theft, damage, unfit 
food, or any other irregularities.
> To attend meetings and training courses as 
required.
> To attend to and take all necessary action, 
statutory and otherwise in the event of accident, 
fire, loss, theft, lost property, damage, unfit food or 
other irregularities and complete the necessary 
return and/or reports.
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If you would like to apply for this role, please 
email your CV to Mike Gibson (Domestic 
Bursar) mike.gibson@millhill.org.uk

Should you require any further  
assistance, please contact us via email 
hr@millhill.org.uk

In schools and colleges with children and/or young persons on site:

The Mill Hill School Foundation is committed to Equal Opportunities and welcomes applications from 
all sections of the community.
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HOW TO APPLY

The Foundation is committed to safeguarding and promoting the welfare of children and applicants/
employees must be willing to undergo child protection screening appropriate to the post, including 
checks with past employers and an Enhanced DBS.
It is the post holder’s responsibility to promote and safeguard the welfare of children and young 
persons for whom s/he is responsible, or with whom s/he comes into contact.  S/he will adhere to 
and ensure compliance with the school’s Child Protection Policy Statement at all times.  

If in the course of carrying out the duties of the post the post holder becomes aware of any actual or 
potential risk to the safety or welfare of children or young persons in the establishment, s/he must 
report any concerns to the designated DSL immediately. 

https://www.millhill.org.uk/application-form/


Mill Hill School 
The Ridgeway 
Mill Hill Village 
London NW7 1QS

020 8959 1176
millhill.org.uk

Instilling values, inspiring minds 
millhill.org.uk




