
 

 
 

 
 
 

YORKSHIRE ARBORETUM - JOB DESCRIPTION 
 

JOB DESCRIPTION   

    
Job Title: Catering Manager 
 
Job Type: Full time permanent 
 
Salary: £26,000, 40 hours a week over 48 weeks. Pension & Staff discounts. 
 
Holidays: 28 days including Public Holidays. 
 
Overview:  You will lead and manage the Arboretum Café and its catering functions so that it is 

commercially successful and consistently exceeds our visitors’ expectations. You will 
ensure the Café offer is an integral part of the visitor experience and reflects the 
arboretum’s sense of place. You will ensure food and beverage products are served 
and displayed effectively to achieve financial targets and maximise income and 
profitability. You will manage a small team of permanent, seasonal and voluntary 
catering staff and work proactively alongside colleagues elsewhere to promote the 
arboretum’s work as a whole. 

 

PERSON PROFILE 
The ideal post-holder will have: 

 A passion for food 

 Experience of developing and delivering a creative menu to a consistently high 

standard 

 A proven track record of achieving an exceptional level of customer service and 

achieving performance targets. 

 Significant experience of catering best practice including the production and service of 

good quality food and drink.  

 BTEC or City and Guilds level 3/4 or equivalent. 

 Effective management of budgets, increasing income and controlling costs including 

stock and waste management. 

 People management skills, including setting personal objectives and conducting 

development reviews.  

 Excellent people skills enabling strong relationships externally and internally, to be 

built and maintained. 

 Knowledge of/relevant qualifications in all Food Hygiene and Health & Safety 

compliance requirements. 

 A personal alcohol licence or be willing to get one 

 A first aid at work certificate or be willing to get one 

 Good written and verbal communication skills including influencing and negotiating. 

 IT skills, including MS Office applications and the ability to use digital media channels 

effectively 



 

 

How this post fits with in the management structure of the Arboretum. 
 
 
Director 
 
 
Trust Administrator 
 
      

 
Catering Manager 
 
 
 
Assistant Café Manager 
 
 
 
Catering Assistants 
 

 Reports to the Trust Administrator 

 Liaises with the Management Group 

 Supports arboretum staff and any person responsible for providing services 

associated with provision of catering services 

Purpose of the post: 
 

 
To oversee the planning, cooking and serving of a tempting and varied menu of light meals, snacks 

and drinks, prioritising locally sourced food and ingredients and seasonal produce, ensuring overall 

menu profitability. 

To provide visitors with information on food provenance, and create and maintain sympathetically 

selected catering offer which links to the arboretum. 

To manage, monitor and develop standards and processes to ensure that all visitors experience 

consistently high standards of customer service from all catering staff. 

To review progress regularly against customer feedback to create enjoyable experiences. 

To maintain consistent standards of presentation and products within the catering operation  

To maximise sales so that the profit can be reinvested in the Arboretum.  

To identify new opportunities to drive sales, harnessing ideas from your team, the wider arboretum 

team and customer feedback.  



To contribute to business planning and converting direction into delivery plans for the catering 

operation. 

To ensure the catering operation complies with all relevant legislation and arboretum rules including 

cash handling and stock control.  

To ensure compliance with Food Hygiene standards and internal procedures to minimise risk to the 

public, staff and contractors. 

 
Responsibilities 
 
 Ensure the successful delivery of a tempting and varied menu of light meals, snacks and drinks. 

 Ensure the successful delivery a range of buffet, banquet and function menus for corporate and 
private events and group bookings 

 Promote the arboretum’s catering offer, to attract new customers and expand the existing client 
base 

 To provide out of hours catering for people attending events in the Arboretum events 
programme 

 Identify and assist with the development of additional catering opportunities for the business 

 Manage the till and account for all takings to the Trust Administrator 

 Manage all income and expenditure of the catering operation in accordance with best practice 
and to meet the targets agreed periodically with the Trust Administrator 

 Monitor and manage the procurement costs and sales pricing of goods to agreed levels of 
profitability 

 Manage the catering operation in compliance with the Health and Safety policies of the Trust 

 Ensure compliance with all relevant food hygiene and food retailing regulations 

 Ensure that the kitchen and café areas, and those parts of the Visitor Centre used for café 
purposes, are maintained to a standard that promotes the highest standards of safety, 
cleanliness and efficiency 

 Manage the staff rota to ensure the efficient running of the café operation and any events, 
considering: 

 The Trust’s objective of achieving consistently high levels of customer service whilst 
optimising profitability 

 Forecasted levels of demand  

 Appropriate use of paid/volunteer/permanent/casual staff 

 Recruit and train such additional staff as are necessary for the efficient operation of the catering 
operation 

 Manage and motivate the catering team (including performance management) 

 Identify the training needs of the catering staff and arrange such training as appropriate and 
necessary for the better performance of staff duties 

 Source and arrange purchase of all food and associated goods required for the café 

 Manage vendor relationships and maintain appropriate inventory 

 Advise the Trust Administrator of the equipment and capital needs of the business 

 Develop and implement catering-specific policies and procedures as required  

 Liaise with other managers to ensure that the catering operation is seen as a resource at the 
heart of the arboretum and integral to its growth. 

 Act as a liaison between the catering operation and all other departments, communicating 
relevant information to the catering staff as needed 

 Report any customer complaints or compliments to the Trust Administrator and take any 
remedial action necessary 



 

General 

 

 Full observation of safety procedures and safety equipment as approved and agreed by the Trust 

in its health and safety manual 

 To read and be aware of the details in the Trust staff handbook 

 To work in an organised and efficient manner ensuring that a tidy, safe environment is always 

maintained 

 Risk assessments to be carried out in relation to events and activities 

 Attend appropriate training 

 Maintain a professional relationship with other members of staff, volunteers and Trustees 

 Undertaking other duties as required by the Trust Administrator, which are considered to be 

commensurate with the job purpose and grading 

How to Apply 
 
Application is by curriculum vitae setting out details of your qualifications and experience to date. 
 
Please ensure there are no unexplained gaps in your work experience. Your CV must be 
accompanied by a letter of application (no more than two sides of A4) setting out the qualities you 
feel you can bring to the job role and how you meet the requirements of the person specification. 
 
Applications should be sent by email to: administrator@yorkshirearboretum.org 
 
Or 
 
Mr Mathew Harrison 
Trust Administrator 
The Yorkshire Arboretum 
Castle Howard 
York  
YO60 7BY 
 
Closing date for applications is 30th November 2017 

mailto:administrator@yorkshirearboretum.org

