	
ANGUILLA COMMUNITY COLLEGE


	
JOB DESCRIPTION – 1: MANAGEMENT AND PROFESSIONAL JOBS


	
JOB TITLE:  Chef de Partie/Traininer


	
DEPARTMENT:  Academic Studies 


	
DIVISION: Hospitality & Culinary Arts



	
SECTION/UNIT

Kitchen, Cafeteria & Zenaida Cafe

	
TITLE OF IMMEDIATE SUPERVISOR

Senior Lecturer/Administrator – Hospitality Studies & Culinary Arts 


	1.      MANDATE

Manage and utilise the kitchen and dining room of the Hospitality Institute, to the highest health and safety standards, for the education and skills training of students and other trainees enrolled in the Division’s food and beverage courses, seminars and workshops.

Develop and operate Zenaida Café as a for profit restaurant, bar and catering venture, as well as a practical food and beverage teaching unit.

Train Hospitality Studies students in the basic knowledge and skills of food and beverage operations, in accordance with the Division’s food and beverage curricula and courses.  


	2.     KEY FUNCTIONS 

1. To direct, control and manage the Hospitality Institute’s food preparation and food 
service areas to optimize their function as teaching facilities as well as a commercial restaurant and catering operation.

2. To oversee the maintenance of the kitchen and cafeteria facilities and ensure that they are kept clean and in good working condition at all times. 

3. To ensure that the highest globally accepted health and safety standards are put 
into practice in operating the kitchen and cafeteria.

4. To operate Zenaida Café as a profit making restaurant and catering business of the ACC.

5. To teach and train Hospitality Institute students and other trainees in culinary and beverage arts and skills.     

       6.   Advise and counsel hospitality studies students in relation to available programmes.


	3.     KEY DUTIES 

1. Control, manage and maintain the Hospitality Institute’s food preparation and food   
        service areas.
       2.    Prepare all bills for catering jobs provided to customers of Zenaida Café.
       3.    Teach designated food and beverage courses and other approved courses,     
               workshops and seminars as assigned by the Director of Hospitality Studies. 
       4.    Supervise all Zenaida Café kitchen and other staff employed in restaurant and bar 
               and catering operations.  
       5.    Prepare lesson plans and classroom work and deliver same to students.
       6.    Prepare mise-en-place as required for current service and as advance preparation.
       7.    Organise and manage the catering operations of Zenaida Café.
       8.    Consult with catering customers and agree on their catering requirements.
       9.    Organise all purchasing for catering and food preparation classes.
     10.    Prepare quotations for catering clients on request.
     11.     Plan and execute catering for College events and social functions.
     12.     Assess and test students and to this end prepare, administer, and grade written   
               and practical assignments and tests, monitor students’ progress, prepare and    
               submit assessment reports. 
     13.    Plan and execute advertising, marketing and sales programmes for Zenaida Café.
     14.    Communicate with and make recommendations to the Director of Hospitality     
              Studies on the expenditure estimates for the kitchen and cafeteria for teaching    
              purposes, as well as the revenue and expenditure estimates for the operations of 
              Zenaida Café.
     15.    Implement and maintain the highest globally accepted standards and best    
              practices in food hygiene, sanitation and safety and teach these standards to    
              hospitality students.
     16.   Prepare menus and other schedules for food production.
     17.   Coordinate the organisation of the food and beverage service operations in the    
             Institute.
     18.   Participate in the preparation of course content for short term and other   
             hospitality programmes internally developed by the ACC.
     19.   Train students in the delivery of quick, efficient, courteous service in the  
             cafeteria/bar in accordance with approved standards.
     20.  Monitor and work with food and beverage tutors to ensure that cooking practices    
             are in accordance with theoretical training.
    21.   Supervise students as required.
    22.   Facilitate and assist lecturers in delivering food and beverage instruction as    
             necessary.
    23.   Ensure the safety and security of consumables.
    24.   Maintain the list of inventory of kitchen equipment and supplies.
    25.   Facilitate the use of the kitchen and other food and beverage areas by tutors,   
             ensuring that they have access to the facilities for evening classes.
    26.   Plan and organise programmes designed to introduce school age youth to the field 
             of food and beverage careers.
    27.   Prepare and set up conference room for conferences and seminars.
    28.   Promote and teach students to use social skills and team work to improve their    
             performance. 
    29.   Prepare students for local, regional and international food competitions, exhibitions,     
             and festivals.
    30.   Perform any other duty as may be required by the job function.


	4.     KEY RELATIONSHIPS

1)    Senior Lecturer/Administrator of Hospitality & Culinary Arts	Comment by Michelle S. Queeley: Are we going to keep the title of Director of Hospitality or use what I have copied here? I suggest we use what I have copied here for consistency with the other divisions.
2)    ACC hospitality students
3)    Zenaida Café’s regular catering customers 
4)    Hospitality Studies lecturers/tutors
5)    Food and beverage suppliers
6)    Zenaida Café staff
7)    Finance Department staff


	5.     KEY AUTHORITIES

Authorised to:
· Instruct and train students in food and beverage courses.
· Manage and operate Zenaida Café as a for profit venture, particularly its catering services.
· Control and ensure the safety and security of the kitchen and cafeteria and their inventory. 
· Arrange and oversee all purchasing for practical instruction and Zenaida Café operations.


	6.     KEY REPORTS 

1.    Schemes of work and lesson plans
2.    Student assessments reports
3.    Annual inventory reports of the kitchen and cafeteria
4.    Annual report and accounts of Zenaida Cafe    
5.    Business plan and budget for Zenaida Café
6.    Curriculum content for courses


	7.     PERFORMANCE PARAMETERS 

· Student performance in examinations and other assessment mechanisms
· Volume of business and profitability of Zenaida Café
· Condition of the kitchen and cafeteria and safety and security of stock and inventory
· Degree of satisfaction of hospitality students and workshop and seminar participants
· Number of customers and degree of satisfaction – cafeteria and catering customers


	8.     SCOPE OF THE JOB

The job requires the incumbent to teach food and beverage courses, workshops and seminars to hospitality services students and others; manage and operate Zenaida Café as a profit making business unit of the ACC; control and organise the use of the kitchen and cafeteria as a teaching facility and as a commercial restaurant. 


	9.     PERSONAL QUALIFICATIONS

The Chef-de-Partie should be a skilled organiser, trained and competent in running restaurant and catering operations.  The officeholder should be highly motivated and hard working; highly skilled and professional in food and beverage production and culinary operations; innovative and entrepreneurial.  The incumbent also should be competent in written and oral communication, and possess basic skills in the use of online and computerised restaurant financial information systems and software.  Knowledge and skills should also be possessed in advertising, sales and marketing and in customer care. 

The desired knowledge, skills and abilities are normally obtained with the acquisition of a bachelor’s degree in hotel and restaurant management, together with basic teacher training and at least four years experience of which two should be in the hospitality services industry and two in a similar or related job.  


	This document is intended to reflect those factors considered necessary to describe the principal functions of a job and should not be construed as a detailed description of all work requirements that may be inherent in the job.








	
ANGUILLA COMMUNITY COLLEGE


	
	JOB DESCRIPTION – 1: MANAGEMENT AND PROFESSIONAL JOBS	


	
JOB TITLE:  Senior Lecturer/Administrator: Hospitality & Culinary Arts


	DEPARTMENT:	 Academic Studies

	DIVISION: Hospitality & Culinary Arts


	SECTION/UNIT 

	TITLE OF IMMEDIATE SUPERVISOR:

Dean of Studies


	MANDATE

This role involves both administrative and teaching functions. 

The Senior Lecturer/Administrator of Hospitality & Culinary Arts will be responsible for teaching a maximum of 9 credits per semester or a maximum of 18 credits per year as agreed to with the Dean of Studies.  The amount of teaching to be done, although described above and in the Employee Handbook, may vary from semester to semester depending on the workload context.     

The Senior Lecturer/Administrator of Hospitality & Culinary Arts will also be responsible for administrative duties related to the Hospitality & Culinary Arts Division and will work on other administrative matters as delegated by the Dean of Studies.  


	KEY FUNCTIONS 

Routine Administration:
· Ensure syllabi and other relevant materials are delivered to lecturers prior to start of courses;
· Ensure course changes go through appropriate approval procedures;
· Address issues related to course delivery by providing feedback to lecturers or reporting problems to the Dean of Studies; 
· Act as a communication channel between the various lecturers, informing them of course related matters;
· Ensure that courses are delivered in accordance with the general departmental guidelines.

Course Planning, Organisation and Delivery:
· Ensure that lecturers are adequately on boarded;
· Encourage collaboration among lecturers teaching hospitality and culinary arts related courses;
· Provide assessment and standardisation support to lecturers;
· Convene at least two meetings with lecturers per semester for planning and evaluation;
· Submit students’ mid-term and final grades to the Registrar; 
· Communicate students’ progress to leadership;
· Lead on the process of programme development, minor modifications, major changes, validation, revalidation and review by the College, external agencies and professional bodies in liaison with relevant faculty and management team;
· Contribute to the creation of time-tabling;
· Maintain, update and monitor schemes of work and course handbooks;
· Serve as an assessor and internal verifier for the hospitality and culinary arts qualifications.

Ongoing Quality Assurance: 
· Check ACC’s Learning Management System periodically to monitor lecturer and student attendance and compliance with departmental guidelines;
· Prepare and submit summary evaluations of courses to Dean of Studies at the end of each semester;
· Monitor, assess, test, measure and determine the students’ understanding of and competence in the subject matter of a course, students’ performance therein, and performance in general;  
· Analyse data on student progression and achievement with a view to identifying issues
               and trends and formulating appropriate action in response inclusive of assisting with  
               development of evaluation surveys;
· Proactively give support to other teachers in the planning and implementation of lessons. This may include (though not exclusively) helping with lesson plans, giving advice, observations and preparing materials;
· Contribute to the policies, aspirations and plans of your curriculum team and of the College.


Teaching and Advising: 
· Be responsible for teaching a maximum of 9 credits of work per semester; 
· Provide academic advice and guidance to students of ACC;
· Recognise and apply technology-based instructional methodologies;
· Lead on teaching and learning issues relevant to the hospitality and culinary arts programming      at ACC;
· Teach to a high standard, following the College’s syllabi;
· Instruct, as needed, on-line or technological-based course(s);
· Engage with stakeholders to ensure that as a result of your tutoring and teaching you promote the health, safety, economic wellbeing and achievement of your students;
· Assess, monitor and record the progress of students in your teaching and tutorial groups giving them clear and constructive feedback;
· Recommend texts, publications and instructional materials for students; 
· Plan tutorials, activities, lessons and sequences of lessons to meet students’ individual learning needs;
· Participate in internal verification and moderation procedures;
· Keep up to date with subject and course developments and external requirements such as exam boards and awarding bodies;
· Contribute to the review and evaluation procedures in line with the College's quality assurance process;
· Set well-grounded expectations for students in your teaching and tutorial groups using information about best practices and standards.

Other:

Seek out and actively participate in professional development activities;

Prepare assignments for various examining bodies including the British and Technology Education Council (BTEC) and the Caribbean Tourism Learning System (CTLS) qualifications offered at ACC; and

Perform any other duty as may be required by the job function that contributes to the efficient and effective operation of the Anguilla Community College.



	KEY RELATIONSHIPS

1) Dean of Studies
2) President 
3) Chef de Partie and other lecturers
4) Students
5) Private employers and their associations, Government agencies, Chamber of Commerce, accreditation and examination agencies.


	KEY AUTHORITIES

Authorised to:
· Instruct and train students in specific assigned subject areas
· Interpret the curriculum, course outline and syllabus of a particular area
· Plan, organise and deliver lectures/tutorials
· Assess, record and report on students’ performance behaviours, capacities and talent  
· Maintain a positive learning environment inside and outside the classroom


	KEY REPORTS 

1) Schemes of work and lesson plans
2) Curriculum documents
3) Examination assessment and student performance reports    
4) Reflection on training and professional development activities
5) Teaching timetable/schedule


	PERFORMANCE PARAMETERS 

1) Overall student performance in examinations, other assessment mechanisms
2) Satisfaction of students and other stakeholders with the programmes and learning environment
3) Teacher satisfaction with teaching arrangements and conditions
4) Completion and evaluation of work plan imperatives





	SCOPE OF THE JOB

The job has the responsibility of functioning as senior lecturer with administrative responsibilities to assist in leading the hospitality and culinary arts programming, instruct, teach and train students to meet established standards, specifications, learning and knowledge criteria. 

Responsibility for participating in the leadership, planning, monitoring and evaluating the development and operations of the Hospitality & Culinary Arts Division, in line with the strategic plan of the ACC.  To produce trained, skilled, productive and industrious graduates, who meet the needs of education and the public sector in Anguilla and elsewhere; and ensuring that internationally recognised academic and professional standards are achieved and maintained.


	PERSONAL QUALIFICATIONS

The desired knowledge, skills and abilities are normally developed in the course of obtaining a bachelor’s degree in Hospitality Studies and/or a related field from an accredited college or university together with at least seven years teaching experience of which at least three years should be supervisory experience in secondary or tertiary education or in an industry as a trainer, or in a similar or related job.  Any other certification in the field of Hospitality Studies and Culinary Arts would be an asset. 


	
This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.


























	
ANGUILLA COMMUNITY COLLEGE


	
	JOB DESCRIPTION – 1: MANAGEMENT AND PROFESSIONAL JOBS	


	
JOB TITLE:  Senior Lecturer/Administrator: Technical Studies 


	DEPARTMENT:	 Academic Studies 

	DIVISION: Social Sciences 


	SECTION/UNIT 

	TITLE OF IMMEDIATE SUPERVISOR:

Head of Division/Dean of Studies


	MANDATE

This role involves both administrative and teaching functions. 

The Senior Lecturer/Administrator of Technical Studies will be responsible for teaching a maximum of 9 credits per semester or a maximum of 18 credits per year as agreed to with the Dean of Studies. The amount of teaching to be done, although described above and in the Employee Handbook, may vary from semester to semester depending on the workload context.     

The Senior Lecturer/Administrator of Technical Studies will also be responsible for administrative duties related to the Technical Studies Division and will work on other administrative matters as delegated by the Dean of Studies or Head overseeing the Technical Studies Division.  


	KEY FUNCTIONS 

Routine Administration:
· Ensure syllabi and other relevant materials are delivered to lecturers prior to start of courses;
· Ensure course changes go through appropriate approval procedures;
· Address issues related to course delivery by providing feedback to lecturers or reporting problems to the Dean of Studies; 
· Act as a communication channel between the various lecturers, informing them of course related matters;
· Ensure that courses are delivered in accordance with the general departmental guidelines.

Course Planning, Organisation and Delivery:
· Ensure that lecturers are adequately on-boarded;
· Encourage collaboration among lecturers teaching technical studies related courses;
· Provide assessment and standardisation support to lecturers;
· Convene at least two meetings with lecturers per semester for planning and evaluation;
· Submit students’ mid-term and final grades to the Registrar; 
· Communicate students’ progress to leadership;
· Lead on the process of programme development, minor modifications, major changes, validation, revalidation and review by the College, external agencies and professional bodies in liaison with relevant faculty and management team;
· Contribute to the creation of time-tabling;
· Maintain, update and monitor schemes of work and course handbooks;
· Serve as an assessor and internal verifier for the technical studies qualifications.

Ongoing Quality Assurance: 
· Check ACC’s Learning Management System periodically to monitor lecturer and student attendance and compliance with departmental guidelines;
· Prepare and submit summary evaluations of courses to Dean of Studies at the end of each semester;
· Monitor, assess, test, measure and determine the students’ understanding of and competence in the subject matter of a course, students’ performance therein, and performance in general;  
· Analyse data on student progression and achievement with a view to identifying issues
               and trends and formulating appropriate action in response inclusive of assisting with  
               development of evaluation surveys;
· Proactively give support to other teachers in the planning and implementation of lessons. This may include (though not exclusively) helping with lesson plans, giving advice, observations and preparing materials;
· Contribute to the policies, aspirations and plans of your curriculum team and of the College.


Teaching and Advising: 
· Be responsible for teaching a maximum of 9 credits of work per semester; 
· Provide academic advice and guidance to students of ACC;
· Recognise and apply technology-based instructional methodologies;
· Lead on teaching and learning issues relevant to the technical studies programming at ACC;
· Teach to a high standard, following the College’s syllabi;
· Instruct, as needed, on-line or technological-based course(s);
· Engage with stakeholders to ensure that as a result of your tutoring and teaching you promote the health, safety, economic wellbeing and achievement of your students;
· Assess, monitor and record the progress of students in your teaching and tutorial groups giving them clear and constructive feedback;
· Recommend texts, publications and instructional materials for students; 
· Plan tutorials, activities, lessons and sequences of lessons to meet students’ individual learning needs;
· Participate in internal verification and moderation procedures;
· Keep up to date with subject and course developments and external requirements such as exam boards and awarding bodies;
· Contribute to the review and evaluation procedures in line with the College's quality assurance process;
· Set well-grounded expectations for students in your teaching and tutorial groups using information about best practices and standards.


Other:

Seek out and actively participate in professional development activities;

Prepare assignments for various examining bodies including the British and Technology Education Council (BTEC); and 

Perform any other duty as may be required by the job function that contributes to the efficient and effective operation of the Anguilla Community College.



	KEY RELATIONSHIPS

6) Dean of Studies
7) President 
8) Lecturers
9) Students
10) Private employers and their associations, Government agencies, Chamber of Commerce, accreditation and examination agencies.


	KEY AUTHORITIES

Authorised to:
· Instruct and train students in specific assigned subject areas
· Interpret the curriculum, course outline and syllabus of a particular area
· Plan, organise and deliver lectures/tutorials
· Assess, record and report on students’ performance behaviours, capacities and talent  
· Maintain a positive learning environment inside and outside the classroom


	KEY REPORTS 

6) Schemes of work and lesson plans
7) Curriculum documents
8) Examination assessment and student performance reports    
9) Reflection on training and professional development activities
10) Teaching timetable/schedule


	PERFORMANCE PARAMETERS 

5) Overall student performance in examinations, other assessment mechanisms
6) Satisfaction of students and other stakeholders with the programmes and learning environment
7) Teacher satisfaction with teaching arrangements and conditions
8) Completion and evaluation of work plan imperatives





	SCOPE OF THE JOB

The job has the responsibility of functioning as senior lecturer with administrative responsibilities to assist in leading the technical studies programming, instruct, teach and train students to meet established standards, specifications, learning and knowledge criteria. 

Responsibility for participating in the leadership, planning, monitoring and evaluating the development and operations of the Technical Studies Division, in line with the strategic plan of the ACC.  To produce trained, skilled, productive and industrious graduates, who meet the needs of education and the public sector in Anguilla and elsewhere; and ensuring that internationally recognised academic and professional standards are achieved and maintained.


	PERSONAL QUALIFICATIONS

The desired knowledge, skills and abilities are normally developed in the course of obtaining a bachelor’s degree in Technical Education and/or a related field from an accredited college or university, together with at least seven years teaching experience of which at least three years should be supervisory experience in secondary or tertiary education or in an industry as a trainer, or in a similar or related job.  Any other certification in Technical Education would be an asset. 


	
This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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ANGUILLA COMMUNITY COLLEGE


	
	JOB DESCRIPTION – 1: NON-MANAGEMENT JOB


	
JOB TITLE:  Evening Support Coordinator


	DEPARTMENT:	 Academic Studies

	DIVISION: All Academic Divisions

	SECTION/UNIT 

	TITLE OF IMMEDIATE SUPERVISOR:

Dean of Studies


	MANDATE

The Evening Support Coordinator is responsible for ensuring the smooth and efficient operations of the College’s evening services. This role focuses on providing support to faculty and students, addressing operational issues, and ensuring a safe and productive campus environment.



	KEY FUNCTIONS 

1) Coordinate and manage evening services.
2) Provide technical advice, guidance and direction to lecturers to ensure the achievement of 
               desired productivity and work targets.
3) Report to the Dean of Studies on the coordination of evening services.
4) Provide support to lecturers and students in learning and student management systems.
5) Liaise with lecturers on a regular basis to facilitate the achievement of established programme objectives.
6) Monitor and report on the attendance of students. 
7) Collect, manage and distribute resources to the lecturers and students. 
8) Assist with the authentication of lecturers’ time logs and attendance registers. 
9) Prepare and submit reports to the Dean of Studies. 
10) Assist with the distribution of lecturers’ agreements and ensure that the agreements are signed and executed by the lecturers. 
11) Maintain an attendance register/log of facilitators and security officers.
12) Other duties as assigned.







	KEY RELATIONSHIPS

11) Dean of Studies
12) President 
13) Registrar 
14) Senior Lecturers/Administrators
15) Lecturers
16) Students


	KEY REPORTS 

1) Operations and service reports
2) Incident reports, including security, safety, and emergency issues


	SCOPE OF THE JOB

The job carries the responsibilities of providing technical advice, guidance support and direction to adjunct lecturers and students to ensure the achievement of desired productivity levels and work targets for the evening classes. 


	PERSONAL QUALIFICATIONS

The Evening Support Coordinator should be a skilled organiser and be competent in written and oral communication; should be approachable and possess basic understanding of report writing; record taking; and communicating information to relevant administrative personnel. The desired knowledge, skills and abilities are normally obtained with the acquisition of a diploma in business/business administration together with two years of experience in education administration or a similar related job.  


	
This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.






