
 

 

  



 

 

 



 

 

JOB DESCRIPTION 
Job Title Catering Co-ordinator 

Pay Band Band 5 

Department Catering  

CDG Estates and Facilities 

Reports to Deputy Catering Manager 

Professionally 
Responsible to  

Head of Catering and Deputy Head of Catering  
 

JEID Number 1134 

Date Last Updated 4th March 2026  

JOB SUMMARY 

The Catering Co-ordinator is responsible for the efficient day-to-day oversight of the catering department and 
Central Production Unit, including staff, equipment, and the ordering and management of food and related 
supplies. The role ensures that all meals are produced and prepared in line with approved menus, quality 
standards, and food safety requirements for both patients and staff. 

The post holder is responsible for managing staff training, including food hygiene and related topics as part of 
departmental induction, as well as identifying and addressing any additional training needs. It is essential that 
all staff receive an annual appraisal, with appropriate records maintained and updated as required. 

The role also includes the management of sickness absence in line with Trust policies and procedures, 
working closely with the Deputy Catering Manager. This involves monitoring absence levels, identifying 
trends, and taking appropriate action to ensure absences are managed in a timely and consistent manner, 
seeking advice from Human Resources when required. 

As part of the catering management team, the Catering Co-ordinator will support the maintenance of food 
safety and hygiene standards across all catering operations, ensuring compliance with Trust policies, food 
hygiene legislation, and allergen management requirements. The post holder will support audits, inspections, 
and day-to-day monitoring of food safety controls, working with the Deputy Catering Manager to address 
issues and support continuous improvement. 

The post holder will also contribute to the development and implementation of catering policies and 
procedures and will be expected to support projects and undertake additional responsibilities in line with 
service needs. 
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KEY SKILLS 

Communication and Relationship Skills 

• Communicate menus and offer to patient and ward teams, primary point of contact for any issues 
that arise in the catering department. 

• Manage complex and sensitive patient or relative concerns regarding dietary requirements, off 
quality or service delivery, resolving issues promptly to maintain patient satisfaction. 

• Build effective working relationships with ward managers, nursing teams and dieticians to ensure 
patient safety and high service standards for patients.  

• Confidence and ability to communicate clearly when speaking to groups of staff, ensuring information 
is delivered in a clear and professional manner. 

• Communicate menus and promotions to customers internal and external, providing good customer 
service for Retail and Hospitality 

• Provide high quality retail and beverage service to all customers using the Trust facilities and 
hospitality services.  

• Ensure regular team briefs are delivered, documented, and communicated effectively to support 
operational updates, safety information, and service changes 

• Lead and facilitate complex mediation meetings within the catering team, using advanced 
communication, active listening and conflict resolution skills 

• Maintain clear and professional communication with catering suppliers, to ensure timely deliveries, 
accurate orders and prompt resolution of supply issues. 
 

Analytical and Judgemental Skills 

• Ability to oversee microbiological testing, review results, and ensure required actions are completed. 

• Ensure that food waste information is recorded, analysed and appropriate action taken to reduce 
waste. 

• HACCP implementation: Strong knowledge of Hazard Analysis and Critical Control Points, able to 
identify, monitor and document CCPs. 

• Menu and recipe standardisation: Understanding of portion control, batch cooking, and recipe 
adherence for large-scale catering. 

• Analyse staffing, service demands and operational pressures to make informed decisions regarding 
daily work allocation and re-allocation 
 

Planning and Organising Skills 

• Food production management: Ability to plan, organise and oversee daily production within a Central 
Production Unit (CPU) ensuring efficiency and consistency. 

• Able to schedule production runs, allocate resources, and meet deadlines for multi-site catering. 

• Support the Deputy Catering Manager during Environmental Health inspections and ensure actions 
from schedules of works are completed. 

• Responsible for writing and completing rotas, ensuring staffing levels meet service demands and 
remain within budget. Monitor and manage annual leave and other leave to make sure all areas are 
safely covered. 

• Oversee compliance with microbiological testing procedures, ensuring results are reviewed and 
actions implemented where required. 

 
Physical Skills  

• Demonstrate strong IT skills, including confident use of Microsoft Office (Word, Excel and Outlook), 
with good typing skills to accurately complete rotas, reports and departmental documentation. 
 
 

 



 

 

KEY RESPONSIBILITIES 

Patient/ Client Care  

• Assist in the management of producing and delivering patient catering providing patient meals which 
is nutritional, of highest quality and provenance. 

• Provide high quality food and beverage service to all patients following department processes. 
 

Policy and Service Development 

• Review and act on annual Staff Survey outcomes, supporting service improvement plans. 

• Assist in the management of retail units, developing and improving the retail food environment. 

• Ensure full compliance with HACCP principles by monitoring and documenting, verification checks and 
corrective actions are completed.  

• Enforce safety regulations including those outlined in the HACCP, Health and Safety and COSHH to 
ensure employee safety, cleanliness and the correct storage of food. Ensure that chefs and catering 
assistants store all provisions in accordance with food hygiene legislation. 
Identify and propose service improvements within Catering that may impact departments including 
Facilities, Estates and Clinical Departments. 

• Contribute to the review and update of standard operating procedures (SOPs) to ensure compliance 
with current legislation, Trust policy and best practice. 
 

Information Resources 

• Management of allergen data and labelling in accordance with current legislation. 

• Ensures that food hygiene and safety inspections are undertaken in-line with the frequencies outlined 
in Trust Policies and Catering Department quality system documentation.  

 
Freedom to Act 

• To lead the entire catering team, ensuring the implementation of effective food hygiene and safety 
policies and practices.  

• Works autonomously within organisational catering management policies, making day‑to‑day decisions 
regarding menu planning, service delivery and coordination, and refers only complex or non‑standard 
matters to the Catering Manager. 
 

BUDGETARY AND RESOURCE MANAGEMENT 

• Ensure stock control systems are managed appropriately. 

• Use POS tills for payment transactions and follow departments cash handling process and procedures. 

• Responsible for authorising daily catering supplier orders in line with agreed catering budget and is 
aligned with KPI monitoring. 

• Ensure consistency of orders and pricing, actively seeking best value from suppliers to keep catering 
spend within budget while maintaining quality and service standards. 
 

MANAGEMENT, SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES 

• Responsible for supervising chefs and catering assistants, delegating tasks, and maintaining morale in 
a high-pressure environment. 

• Oversee the daily operation of the Central Production Unit working with the operational Head Chef; 
coordinate of the day-to-day management of the chef team to run an efficient food production unit. 

• Supervising Team leaders and their responsibilities, including audits, training, rotas and inductions.  

• To ensure that staff in your area of responsibility consistently uphold standards of uniform and 
personal hygiene, presenting a professional and positive image of themselves and the department. 

• Provide cover for the Deputy catering Manager during their annual leave. 

• To assist in recruitment, appraisal, sickness management, performance and disciplinary processes. 

• Assist the Deputy Catering Manager in delivering a consistent and effective catering service 



 

 

• Ensure all team members achieve statutory and mandatory training requirements in line with Trust 
policies and procedures, monitoring monthly compliance and working closely with the Facilities 
Education Team to maintain the Trust expected compliance rate.  
 

RESEARCH AND DEVELOPMENT 

• Conduct and update risk assessments annually and with service change or incident. 

• Work with the catering team to develop and review patient and retail menus, incorporating a more 
sustainable approach through responsible sourcing, seasonal planning and reduction of food waste. 
 

EFFORT  

Physical  

• Frequent standing and walking throughout the working day, with occasional moderate physical effort 
required for lifting and carrying food supplies, equipment and stock, moving meal trolleys, and 
supporting service delivery across catering areas. 

• Frequent movement between production kitchens, ward areas and storage facilities. 
 
Mental 

• Ability to work under pressure and meet tight deadlines, with frequent interruptions requiring 
concentration to be maintained whilst responding to patient queries, staffing issues, supplier calls and 
operational demands. 

 
Emotional 

• Frequent exposure to emotionally demanding situations, including managing patient and relative 
complaints, addressing sensitive staffing matters, conducting difficult conversations and supporting 
staff through absence, performance or wellbeing concerns. 

 
Working Conditions 

• Required to work in hot kitchen environments and cold storage areas below 5°C. 

• Exposure to noise from kitchen equipment and busy service areas. 

• Requirement to wear appropriate PPE including protective clothing, hair covering and safety 
footwear. 

• Required to work evenings and weekends to meet service demands. 

• Travel between hospital sites if required to support service delivery. 
 

TRUST VISION & VALUES 

DO NOT AMEND THIS SECTION  
The Trust is clear on its vision and values and aims to make sure that they are reflected in all areas of activity. 
Our vision is simple; building healthier lives. Our values apply to every member of staff and help us in all we 
do and how we do it. They are: 
 

Kind: The kindness that people show to each other every day 
Connected: The connections we build with everyone around us 
Bold: The ability to be bold in how we think, speak and act 

ADDITIONAL INFORMATION 

This job description is designed to assist post holders with understanding what is expected of them in their 
role. University Hospitals Birmingham NHS Foundation Trust may ask them to undertake other duties, as 
required, which are not necessarily specified on the job description but which are commensurate with the 
grade of the post.  
 
The job description itself may be amended from time to time in consultation with the post holder, within the 
scope and general level of responsibility attached to the post. 



 

 

 
All post holders must take responsibility to ensure that they are aware of and adhere to all Trust policies, 
procedures and guidelines relating to their employment regardless of their position within the Trust. 

 
 
PERSON SPECIFICATION  

JOB TITLE: Catering Coordinator 

TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS 

ESSENTIAL  DESIRABLE 

• Knowledge of the full range of catering 
service procedures, practices and 
equipment, including advanced food 
hygiene requirements, with additional 
knowledge gained through training and 
experience to diploma equivalent level 
(e.g. specialist diets, health and safety, 
basic management principles). 

• Level 3 Food Safety qualification 
(Highfield or CIEH awarding bodies). 

• Level 3 HACCP qualification (Highfield or 
CIEH awarding bodies). 

• Evidence of Continued professional 
development. 

• Level 4 Food Safety Qualification  

• Allergen Awareness Level 3 
 

EXPERIENCE & KNOWLEDGE 

ESSENTIAL DESIRABLE 

• Significant (recent) experience in a food 
production/catering environment 
preferably in the NHS. 

• Management of HR related issues 

• Knowledge of large catering production 
operations, food safety, cook chill 
processes, HACCP and dietary 
requirements.  

• Knowledge of current food hygiene 
legislation  

• Experience of rota management and 
workforce planning  

• Experience of working within NHS 

• Knowledge of budget management and income 
generation.  

• Recruitment & selection process  

• Experience of managing retail outlets 

SKILLS & ABILITY  

ESSENTIAL DESIRABLE 

• Excellent communication skills in order to 
deal with a wide range of patients, 
visitors and staff (at all levels) 

• Confident and able to work with 
regulatory bodies, e.g. EHO  

• Ability to lead, motivate and support a 
team  

• Conflict resolution and mediation skills  

 



 

 

• Respectful and courteous approach to all 
staff groups and clients.  

• Supportive to colleagues.  

• Ability to work well under pressure and to 
tight deadlines and providing all 
necessary analysis/reports to schedule.  

• Communicate well with patients, visitors 
and service users.  

• Willing and able to facilitate change and 
motivate others to accept change.  

• Well motivated to manage a successful 
team of staff and promote a positive 
image of the departments.  

• Willing to act on own initiative. 

OTHER SPECIFIC REQUIREMENT   

ESSENTIAL  DESIRABLE 

 • Full UK Driving License 

 


