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Position title:  Head Chef

	Mission Australia

	About us:
	Mission Australia is a non-denominational Christian organisation that has been helping people re gain their independence for over 155 years.
We’ve learnt the paths to getting back independence are different for everyone. This informs how we help people, through early learning and youth services, family support and homelessness initiatives, employment and skills development, and affordable housing. Our nationwide team delivers different approaches, alongside our partners and everyday Australians who provide generous support.
Together we stand with Australians in need, until they can stand for themselves.

	Purpose:
	Inspired by Jesus Christ, Mission Australia exists to meet human need and to spread the knowledge of the love of God.
“Dear children, let us not love with words or speech but with actions and in truth.” (1 John 3:18)

	Values:
	Compassion     Integrity      Respect      Perseverance    Celebration 

	Goal:
	To reduce homelessness and strengthen communities.

	
Position Details: 
Position Title:             Head Chef

	Division:
	Service Delivery
	Reports to:
	Director of Care

	Position Purpose:
	To provide nutritionally balanced & budget conscious catering to the service to meet the number & individual requirements of care recipients.

	
	


Position Requirements (What are the key activities for the role?)
		Key Result Area 1 
Catering
	

	Key tasks
	Position holder is successful when

	· Plan in advance for the preparation of weekly meals including menu planning, shopping/ordering of supplies & budgeting in accordance with the NSW Health Dept/NSW Food Authority & accreditation standards requirements.
· Within budgetary limitations, prepare food orders & prepare meals for the care recipients according to the preplanned menus.


· Provide or ensure the provision of morning tea, afternoon tea & supper for the care recipients.
· Cater for special occasions 
(visitors lunches, visitors morning/afternoon tea) which may arise from time to time.
· Prepare special dietary meals as may be required by care recipients in consultation with the DOC & RN
· Work from preplanned four week rotating menus which should be prepared in consultation with the DOC.
· Prepare early breakfasts, take away meals or late meals for care recipients &/or staff which may be authorised by the DOC from time to time.
· Ensure the maintenance of optimal food stocks
· Maintain an inventory of kitchen equipment & utensils.


· Monitor meal costs & alert the DOC of any anomalies.

· Maintain up to date & accurate documentation.

· Have a sound knowledge of the Vulnerable Persons Food Safety Program.

	· Nutritious meals are planned which meet required budgets & dietary requirements with all legislation, regulations & compliances met.



· Sufficient food is prepared for all care recipients & visitors.



· Required additional meals are prepared & stored appropriately.

· All special occasions are catered for.



· All care recipients receive their correct diet according to their special needs.

· A four week rotating menu is planned in accordance with special requirements of care recipients.

· Care recipients & staff are catered for as directed by the DOC.


· Optimal food stocks are maintained.

· Adequate equipment & utensils are maintained for the delivery of food services.

· Identifies & reports anomalies.

· Accurate & up to date documentation is maintained.

· Chef understands & works within the VPFSP.

	Key Result Area 2
WHS & CQI
	

	Key tasks
	Position holder is successful when

	· Develop & implement standards for the effective management of hygiene issues within the kitchen & food service areas including: use & storage of chemicals, cleaning materials, food, effective sue & disposal of sharps & other dangerous implements.
· Ensure that personal hygiene of all kitchen staff is maintained at a high standard at all times.
· Ensure that all kitchen staff are dressed appropriately for work in accordance with NSW Health Dept/NSW Food Authority & Accreditation standards requirements.
· Ensure that the main kitchen, its fittings & utensils are well maintained & kept in a clean & tidy condition.
· Ensure that all food is stored according to specific storage requirements & in accordance with the Dept of Health/NSW Food Authority & accreditation standards.
· Advise the DOC of any signs of insect &/or rodent infestation.
· Introduce & maintain appropriate Work Health & safety procedures.
· Make suggestions &/or recommendations to the DOC regarding policy & procedures which you feel may contribute to the delivery of a higher level of service to the care recipients of this facility.
· Participate in CQI, WHS & HACCP meetings & be a representative on the committees.
· Identify & report any accidents, incidents or safety concerns to the DOC & action if appropriate.

· Ensure all infection controls are in place.




	· The kitchen is maintained in a safe & hygienic condition at all times.




· Effective standards are maintained resulting in safe storage of materials & safe handling of potential hazards.
· All staff are appropriately dressed in accordance with the NSW Health Dept./NSW Food Authority and accreditation standards requirements.

· A register of fittings & utensils is maintained indicating cleanliness & working order.

· All food is stored according to Dept of Health/NSW Food Authority & accreditation standards.


· A pest free environment is maintained.
· Additional WHS policy & procedures are identified & all staff are aware of WHS policies & procedures.
· Issues for improvement are discussed with the DOC and raised at the CQI meeting.



· You are an active member of the CQI, WHS & HACCP committees.

· Incidents, accidents, health &/or hygiene hazards are addressed &v reported to management.

· All infection controls are being carried out.

	Key Result Area 3
Supervision
	

	Key tasks
	Position holder is successful when

	· To conduct oneself in a manner which is professional, courteous, beyond reproach & to respect confidentiality at all times.
· Ensure that all kitchen staff are trained to an acceptable standard.


· Generally supervise the presentation of meals in residential dining areas in accordance with HACCP & NSW Health Dept/NSW Food Authority & accreditation standards requirements.
· Encourage & maintain communication between the staff regarding work practices.
· Ensure the staff are carrying out their duties to an acceptable standard.

· Ensure that all of your staff complete fortnightly time sheets.


· Ensure the security of the kitchen area & its storage facilities & advise the DOC immediately of any instances of theft or suspected theft.
· Monitor & report to the DOC on the performance of your staff, their perceived training needs if any & provide them with assistance as required to improve their work performance.



	· Work is carried out in a professional, courteous & respectful manner & confidentiality is maintained.

· All staff exhibit understanding of the standards in their day to day work practice.

· Meals are served in accordance with HACCP & NSW Health Dept/NSW Food Authority & accreditation standards requirements.


· All staff are communicating verbally & also using the communication book.

· All kitchen staff understand what is required of their duties & perform accordingly.

· Staff complete necessary paperwork to ensure their payment.


· The kitchen is kept secure.




· Annual appraisals of staff have been conducted/training needs identified/work performance monitored.





	P
U Work Health and Safety
     Everyone is responsible for safety and must maintain:
· A safe working environment for themselves and others in the workplace 
· Ensure required workplace health and safety actions are completed as required
· Participate in learning and development programs about workplace health and safety
· Follow procedures to assist Mission Australia in reducing illness and injury including early reporting of incidents/illness and injuries

   Purpose and Values

	· Actively support Mission Australia’s purpose and values;
· Positively and constructively represent our organisation to external contacts at all opportunities;
· Behave in a way that contributes to a workplace that is free of discrimination, harassment and bullying behaviour at all times;
· Operate in line with Mission Australia policies and practices (EG:  financial, HR, etc.);
· To help ensure the health, safety and welfare of self and others working in the business;
· Follow reasonable directions given by the company in relation to Work Health and Safety.
· Follow procedures to assist Mission Australia in reducing illness and injury including early reporting of incidents/illness and injuries
· Promote and work within Mission Australia's client service delivery principles, ethics, policies and practice standards
· Actively support Mission Australia’s Reconciliation Action Plan.
· Actively participate in the Continuous Quality Improvement (CQI) of the facility and complete delegated CQI activity reports.




Recruitment information
	Qualification, knowledge, skills and experience required to do the role

	· Cookery Certificate
· HACCP certificate
· Experience in catering in Aged Care
· Personal Effectiveness
· Relationship Management
· Organisational Awareness
· Results Orientation
· Values Alignment

	
Key challenges of the role

	· The ability to prepare nutritionally balanced meals meeting the Aged Care Standards, NSW Dept. health regulations & NSW Food Authority legislation. Meeting all individual dietary requirements within a set & restrictive budget. In addition, the ability to maintain food & cooking areas in a hygienic & functional manner following HACCP. Supervise & maintain adequate rostering of staff.



Compliance checks required 
Working with Children 		☐
National Police Check			☒
Vulnerable People Check		☒
Drivers Licence			☐
Other (prescribe)	  		☐            ____________________


Approval
	Manager name 
	
	Approval date
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