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Welcome

Dear Applicant
Thank you for your enquiry regarding the position of Catering & House Manager with the Field Studies
Council at FSC Rhyd-y-creuau Field Centre. Please find enclosed the following information:

1. Job Description, summary of main terms and conditions for the post and Person Specification.

2. Information about the FSC. (Please also visit: www.field-studies-council.org)

3. The FSC Application Form and guidance notes.
This post is offered on either a live-in or live-out basis.

Completed forms should be returned for the attention of:
Daniel Moncrieff, Head of Centre, FSC Rhyd-y-creuau, Betws-y-coed, Conwy, LL240OHB.

Alternatively you can email your application to daniel.rc@field-studies-council.org.

The closing date for receipt of your completed application form is noon on Friday 10™ September 2010
with interviews scheduled to take place on Thursday 16™ September.

As a charity, we endeavour to keep our administrative costs to a minimum and therefore you will only
be contacted if we wish to progress your application. If you have not heard from us within four weeks
of the closing date, you should assume that your application has been unsuccessful on this occasion,
however, if this is the case, we sincerely thank you for your interest in our organisation and encourage
you to apply for any future posts that may be advertised.

If you have any queries regarding this vacancy please call Daniel Moncrieff on 01690 710494. We look

forward to receiving your application in due course.

Daniel Moncrieff
Head of Centre FSC Rhyd-y-creuau

Field Studies Council is a limited company No. 412621 and a Charity, registered in England and Wales No. 313364 and registered in Scotland, No. SC039870.
Registered Office: Preston Montford, Shrewsbury, Shropshire, SY4 1HW.
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mailto:daniel.rc@field-studies-council.org

JOB DESCRIPTION

Job Title: Catering & House Manager

Based at: FSC Rhyd-y-creuau

Reports to: Head of Centre

Responsible for: The management and administration of all aspects of the Catering and

Housekeeping Teams.

Overall Job purpose:

The Catering & House Manager is a newly created position that will form a core part of the Centre’s
management team. The postholder will be responsible for developing the Catering and Housekeeping
services into a leading edge provision.

Key Responsibilities:

1.

10.

11.

12.

Lead the catering and housekeeping teams, providing clear direction, motivation, support and
feedback. Recruiting and developing staff including Personal Development Reviews.

Cater for over 100 covers per meal whilst directing kitchen assistants. It is envisaged roughly 2 days
a week would be spent working directly in the kitchen preparing breakfast (usually at 8am) and
dinner (usually at 6pm). Some early evening and weekend work is therefore required.

Planning, including developing and implementing action plans with each team, devising rotas and
task lists for each team.

Plan budgets, manage stock and expenditure (approx £220,000 per annum) to devise and
implement cost saving strategies to improve efficiency:

saving on food costs.

saving on staffing costs.

Continue to develop and implement the environmental performance policy in relation to:
Environmental cleaning products.
Reducing energy use.
Reducing waste.
Purchasing local food.

Monitor standards of service delivery, interact with customers to ensure their experience of the
Centre is positive and respond to customer evaluations to achieve agreed evaluation score targets.

Manage health, safety & hygiene of premises, equipment, food preparation and cleaning products.

Manage customer care throughout the Centre, including organising and participating in the evening
& weekend duty system.

Attend other FSC centres and training events in order to share best practice and improve team and
Centre performance.

Working closely with other Centre staff with regard to ensuring that appropriate levels of service
are maintained during absences and periods of high workload.

Fulfilling your obligations under FSC’s Behaviour Partnership.

Any other duties that may reasonably be required by the Head of Centre to ensure the smooth and
efficient running of the Centre.



PERSON SPECIFICATION

Post Title: CATERING & HOUSE MANAGER

Centre / Unit: RHYD-Y-CREUAU

ESSENTIAL/DESIRABLE FACTORS FOR THE POST

1. EDUCATION / QUALIFICATIONS

How is this identified?

Higher National Certificate in Hospitality Management or equivalent

Application Form

First Aid at Work Certificate

Application Form

Level 2 Award in Food Safety

Application Form

2. EXPERIENCE, KNOWLEDGE, SKILLS & ABILITIES

Experience managing diverse teams and motivating staff

Application Form /Interview

Demonstrable experience of planning and delivering catering and
accommodation services

Application Form/Interview

Promoting environmental sustainability in property and services operation

Application Form /Interview

Proven high standards of customer service delivery

Application Form /Interview

Developing action plans, staff rotas and task lists

Application Form /Interview

Managing a budget and consumables

Application Form /Interview

Managing Health and Safety issues, including, food safety, fire and
emergency procedures, COSHH and risk assessments.

Application Form/Interview

3. PERSONAL QUALITIES

Trustworthy and reliable

Application Form/Interview

Excellent time management and prioritisation skills

Application Form/Interview

Pleasant manner and flexible approach

Application Form/Interview

Committed and proactive approach to personal development, motivated to
learn new skills and seek new challenges

Application Form/Interview

4. COMMUNICATION SKILLS

Excellent communication skills and sensitive to the needs of others

Application Form
/Interview/Presentation

Good written skills

Application Form/Interview

Good computer skills (word & excel)

Application Form/Interview

5. OTHER CIRCUMSTANCES

Full Driving Licence

Application Form

Minibus driving experience /certification

Application Form

August 2010




SUMMARY OF MAIN TERMS AND CONDITIONS

Contract Term:
This is a permanent post.

Remuneration:
FSC Salary Grade: scale points 15 - 18, actual salary £19,469 — £22,217 per annum (£9.85 - £11.24 per hour)

The point of entry within the grade will be dependent upon qualifications and experience. Subject to satisfactory
performance and an individual review, the post-holder will have the opportunity to access up to 3 further
incremental points within the grade.

The salary is paid monthly in arrears by BACS transfer. The salary scale is reviewed annually in line with inflation
or as recommended by the Joint Staff Committee.

Accommodation may be available on a single room basis, for which a charge will be applicable.

Hours of work:

The hours of work are 38 per week, with occasional weekend, early evening and early morning work. Occasional
overnight on-call duties will be expected on a rota basis with other staff. The exact working pattern can be
discussed at interview.

Annual & Bank Holidays:

The holiday year runs from 1 January to 31 December each year. You will accrue an entitlement to paid annual
holidays equivalent to 5.6 working weeks during a complete holiday year. This entitlement includes the
Public/Bank holidays or substitute days (as defined in FSC’'s Employee Handbook) when they fall on a contractual
or scheduled day of work. Part time workers will receive a pro-rata of the entitlement. For anyone who joins part
way through the year they will receive a pro-rata entitlement of the 28 days.

In addition to the above, we recognise and reward staff loyalty by awarding additional paid leave days, based on
length of service, up to a maximum cumulative total of 5 additional days paid leave (pro rata for part time).

Pension:
The post-holder will be eligible to join the FSC Group Personal Pension Plan with Friends Provident.

Sickness:

After a qualifying period and subject to compliance with organisational procedures, the post-holder will be paid
their full rate of pay for up to two months in a twelve month period, dependent upon length of service. (Such
payment to include SSP or any Social Security Sickness Benefit).

Probationary Period:
This post has a 6 month probationary period, during which your suitability for the post will be assessed.

Post Classification:
Category A (as defined in the FSC Code of Conduct)

Level of CRB Disclosure Required:
Enhanced
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THE FIELD STUDIES COUNCIL

Background

For over 60 years Field Studies Council (FSC) has been providing fieldwork and first-hand learning in the
environmental for people of all ages. We aim to provide ‘inspiring environmental understanding through
first-hand experience’ to a growing number of learners with as few barriers as possible.

The Charity has 17 established learning locations sited throughout the UK and an increasing number of
outreach locations. We provide residential and non-residential field based courses supported by distance
learning experiences through our busy publishing unit and resources on the Charity’s website.

FSC’s main area of activity is working with schools, providing Geography, Biology, Environmental Science
and other courses to complement all stages of the Curriculum; Key stages 1/2/3 to GSCE and A level. The
FSC also provides a wide range of special interest courses for adults ranging from painting and
photography to the study of habitats and taxonomic groups, professional training courses for teachers and
those involved in the environment, University courses, family activity holidays and ‘Eco-Adventures’ (a mix
of environmental and outdoor adventurous activities) are also offered.

FSC believes in the benefits of working in partnerships and these exist at all levels from strategic to local.
This includes all areas of our work and extends to a range of international partners as well as those based
in the UK.

The Charity’s values are about focussing on the needs of the learners; delivering safely what we say we will
do; being committed to continuous improvement and having an FSC wide perspective. These are
achievable because FSC staff have a real passion for the work of the Charity and a pride in their role within
it. Every role in the Charity is vital to delivering its mission and vision — if this inspires you and you meet
the requirements of the post we would love to hear from you.

For further information visit our website www.field-studies-council.org



http://www.field-studies-council.org/

FSC Rhyd-y-creuau
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Located near the tourist honeypot of Betws-y-coed in Snowdonia
National Park, the centre attracts groups from England, Wales and
further afield. We continually strive to build upon our reputation as a
leading A-level biology and geography field centre. A further strength
of the centre is our comprehensive programme of KS2 and KS3 Eco-
adventure courses, which develop environmental understanding
through a range of outdoor learning experiences including
Adventurous Activities.

We are looking to recruit a new member of the management team
for this dynamic centre. The successful candidate will be able to
work effectively in a team, and strive to create a welcoming
environment for our guests. They will manage the house and kitchen
staff (7 full time equivalents). In the kitchen there are two other
chefs (1.4 full time equivalents), 3 kitchen assistants who all help
prepare, serve and clear at every meal. The House team is made up
of 4 centre assistants.... who all contribute to the cleaning and
preparing of the centre for customers.

Looking after our customers is of paramount importance and the
Office, Kitchen, Household and Education teams all play their part in
ensuring we offer outstanding customer service. The management of
the Centre is inclusive, with everyone being expected to contribute
and having the opportunity to develop their skills and experience.

There are approximately 25 staff at the Centre, with about two thirds
living locally. All other staff are residential and live in shared
accommodation near the village of Betws-y-coed. Links with the local
community, Welsh culture and Welsh language are valued greatly at
the centre.



