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*MAC’s salaries are linked to points on the NJC spinal structure. Annual cost of living enhancements, as 
applicable, are paid from April each year.  

Reporting to: Head Chef 

Location: Midlands Arts Centre (MAC), Cannon Hill Park, Birmingham, B12 9QH 

Post Ref: CC Salary: £17,711 per annum* 

Hours of work: Full-time (37.5 hours per week) 

 

 

 

 

 

 



  2            
                                                   

Job Description 
 
 

Key Responsibilities 
 
To be responsible for the running of a section whilst assisting the senior chefs in managing the kitchen 
effectively 
 
Commercial Operations 

• To prepare, cook and plate food for service to a high standard 
• To ensure that Café food orders are delivered within the prevailing service standards and that 

function and event foods are prepared and ready for service on time 
• To support in delivering the production needs of the kitchen to the required standards 
• To consistently deliver food quality and service standards as required by the Head Chef 
• To assist in maintaining excellent cost controls in line with operational objectives 
• To help control stock levels and reduce wastage and observe all kitchen procedures as 

documented and trained 
 
Work Place Environment 

• To ensure excellent customer service to MAC customers and staff 
• To communicate effectively within the kitchen environment and with other departments 
• To be proactive in self-development 
• To help maintain a high level of morale in the kitchen 

 
Health & Safety 

• To assist in ensuring the hygiene, cleanliness and health and safety of the kitchen is maintained 
at all times 

• To ensure that stock is rotated, labelled and stored in compliance with food hygiene procedures  
• To ensure that all preparation, cooking, chilling, holding and storage of foods adheres to the 

required policies and procedures 
• To comply with all fire and safety regulations 
• To report all important issues to Senior Chefs/Line Managers 

  
Administration 

• To help maintain all records as required relating to deliveries of food stock and ancillary items 
• To ensure all food safety documentation and daily records relevant to the kitchen are kept up to 

date 
• To comply with all MAC’s policies and undertake any other reasonable duties as required  
• To undertake all such training as required 

 
Equal Opportunities & Diversity 
All staff are expected to further, promote, and ensure the implementation of, the equal opportunities   
and diversity policies of MAC. 
 
Note 
This job description outlines the principal responsibilities and duties of the post holder. It is not    
meant to be, nor is it, an exhaustive list of specific responsibilities and duties. The post holder will be 
expected to undertake any other duties which could reasonably be expected as being within the remit 
of the post and which arise out of changes in legislation, regulations, orders, rules and working 
practices, methods and procedures and reviews, as directed from time to time.  
 
Hours of work will include weekend and evening work. 
This position is not subject to an Enhanced Disclosure with CRB (see Criminal Records Bureau Policy 
& Procedure). 
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Person Specification 

 
A person specification describes the areas of knowledge, skills and experience a person should 
possess in order to take up the post.  
 
Essential 

 At least one year’s experience in a similar position  

 Passionate about great food and service 

 A working knowledge of products and ingredients especially British, Mediterranean and Asian 

 Ability to understand verbal and written communications/menu specifications 

 Qualified to NVQ level 1 or 2 or equivalent experience 

 Understanding of presentation and garnishing  

 Works in a clean and hygienic manner 

 Ability to stay calm and work well under pressure 

 Commitment to equal opportunities, staff development and excellent customer service 

 Basic food hygiene certificate 

 The ability to follow instructions methodically  

 A passion for delivering quality food 

 
Desirable 

 Previous experience in a theatre or arts centre environment 
 Advanced food hygiene 
 An interest in a variety of art forms 
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How to Apply  
 
To apply for this post please complete the attached application and monitoring forms.  
 
Applications may be sent electronically to: personnel@macbirmingham.co.uk 
 
They may also be sent by post to: 
HR Manager, Midlands Arts Centre (MAC), Cannon Hill Park, Birmingham, B12 9QH 
 

Deadline 
Applications can be received at any time until the end of July 2019 and will be assessed on a rolling 
basis. 
 
Shortlisting 
Shortlisted candidates will be notified. 
 
Interviews 
To be arranged with short-listed candidates. 
  

mailto:personnel@macbirmingham.co.uk
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Application Guidance Notes 
 
Application Forms  
Stand-alone CVs will not be accepted; all applications must be completed using an application form. 
We cannot guarantee to consider additional documents.  We recommend you put as much information 
as possible in your supporting statement (the space for you to outline skills, experience or 
qualifications that especially suit the job). 

Educational and employment history 
Please list your educational and employment history fully, starting with the most recent events. You 
may also include in your employment history any voluntary work you have undertaken. Please also 
explain any periods in which you were not in employment or education.  

Additional pages 
Your supporting statement should not exceed three pages. Examine the recruitment pack and hopefully 
this will help you decide whether or not to apply. In order to make your application as effective as 
possible, look at the Person Specification and give evidence to demonstrate which of the  skills, 
qualifications, knowledge and experience you have, including relevant skills gained outside the work 
place.  

References 
Please be sure to give full contact information for both of your referees i.e. full name, postal address, 
telephone number and e-mail address if possible.  Please also indicate in what capacity you are known 
to them.  We will only contact the referees of those individuals who are offered the post.   

Equality and Diversity 
MAC is firmly committed to principles of diversity and equality and this is firmly established in our 
recruitment process.  Personal information and the equal opportunities monitoring section of the 
application form are removed before consideration by the panel. No job applicant or employee receives 
less favourable treatment than another on grounds of age, disability, gender / gender reassignment, 
marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation (the 
protected characteristics under the Single Equality Act 2010). 

Returning your application 
Please ensure your application reaches us by the closing deadline (noting particularly that our 
deadlines are often time-specific). We cannot guarantee to consider any application that reaches us 
after the deadline. Please note that due to the large volume of applications that we receive we will only 
confirm receipt of applications if confirmation is requested. 

Declaration 
Please read the declaration carefully before submitting your application form.  Submission of your 
application form by e-mail will be taken as you confirming you have signed the form.  Please do not 
send an additional hard copy. 

Contacting applicants 
Following the application deadline, we will only contact shortlisted applicants.  We do not contact 
applicants who have been unsuccessful at the short-listing stage due to the high volume of applications 
we receive, and we are unable to respond to requests for feedback at this stage for the same reason. If 
you do not hear from us it means unfortunately that you have been unsuccessful in your application. 
 

 


