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Position Description
	[bookmark: _Toc30502219][bookmark: _Toc87857029]Role 
	Centre Cook 

	Group 
	Early Learning Victoria 

	Classification 
	Early Learning Support Class

	Salary Range 
	$61,606 – $71,182

	Position Reports to
	Centre Director

	Work Location 
	​​Please refer to job advertisement.


Role Purpose 
The Centre Cook will be responsible for planning and preparing a nutritious rotating menu for all children at the service in line with Early Learning Victoria’s (ELV) Eating and Drinking: Health Nutrition and Food safety Policy. They will be responsible for ensuring that food prepared in line with specific dietary requirements and is culturally appropriate to the local community. This role will also be responsible for the timely ordering of food supplies and stock management to meet budget requirements. 

Capabilities
	Capability
	Description 

	Nutrition, Food Handling and Hygiene
	Responsible for planning and preparing nutritionally balanced meals and snacks for children ensuring that dietary and cultural requirements are catered for. Maintains a safe and clean environment in accordance with The Food Safety Act and the ELV Health, Nutrition and Food Safety Policy. Maintain kitchen and equipment to ensure all is in working order and escalate concerns to centre leadership when required. 

	Administration 
	Responsible for planning, reflecting and modifying menus as required ensuring that set menus are changed seasonally Responsible for the timely ordering of food supplies and stock management to meet budget requirements. Maintains and ensures the Food Safety Program is kept updated

	Organisational skills 
	Time management: Uses advanced time management skills to ensure that meal organisation, preparation and delivery is within expected time frames to meet children’s needs. 
Problem-solving: Uses advanced organisational skills to complete administrative tasks, maintain accurate records, and ensure that food prepared is within expected budget. Strong problem-solving abilities to identify challenges and implement effective solutions.

	Compliance and Child Safety
	Implement ELV policies and procedures in relation to Health Nutrition and Food safety. Ensure individual dietary requirements are met for all children at the service and work actively with centre management to support specific needs for allergies/intolerance and culturally diverse communities. Understand and adhere to the Child Safe Standards and the ELV Protect Children Policy. Actively seeks guidance and direction when unclear. 

	[bookmark: _Hlk176948932]Communication 
	Uses effective communication skills to develop and maintain meaningful relationships with staff, families, and children, fostering a supportive and collaborative centre environment. Promotes respectful relationship and conflict resolution. Contributes to a positive learning culture by prioritising reflective practice and maintaining a continuous cycle of self-evaluation and improvement.

	Personal Attributes
	Demonstrates the public sector values of responsiveness, integrity, impartiality, accountability, respect, leadership, and human rights.
Flexibility and adaptability: Operates well in a flexible and changing environment and manages workload efficiently to meet the centre's needs. Demonstrates initiative and seeks guidance and direction from senior colleagues when unsure. 
Working Collaboratively: Supports a culture of collaboration within the centre and builds effective relationships with stakeholders and the community to maximise impact of the centre.



Key Selection Criteria 
	Criteria 1
	Nutrition, Food Handling and Hygiene - please see the Capabilities section above for more detail. 

	Criteria 2
	Personal Attributes – please see the Capabilities section above for more detail.

	Criteria 3
	Child safety and Compliance – please see the Capabilities section above for more detail.

	Criteria 4
	Organisational Skills – please see the Capabilities section above for more detail.



Specific Skills/Qualifications required  
Specific skills/qualifications required
· A certificate in Food Handling
· Food Safety Supervisor certificate
· Valid `Employee' Working with Children Check 
· Willingness to consent to a Police Check (to be arranged by Early Learning Victoria)
· International Police Check required if resided outside of Australia for 12 months or more during the last 10 years 
· First Aid, anaphylaxis and asthma qualifications (or willing to obtain)
· National Child Safety Training (or willing to obtain)


Experience required
Experience that will be required:
· Demonstrated experience as a Cook or Chef in providing high volume nutritious meals in a timely manner.
· Sound understanding of the Food Safety Act
· Effective communication and relationship-building skills with staff, children, families and communities.


	Allocation of Duties 
	Organisational Values, Governance, Safety and Risk Management

	The incumbent can expect to be allocated duties, not specifically mentioned in this document, but within the capacity, qualifications and experience normally expected from persons occupying positions at this level. The incumbent will be based at a primary location of work and may be expected to travel where required.
	The incumbent shall carry out duties in accordance with legislation and governance requirements, policies and procedures, safety principles, staff code of conduct, and Victorian Public Sector Values.
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