
JOB DESCRIPTION
TITLE: HEAD COOK 

__________________________________________________________________

EXEMPT: No SUPERVISOR: Director    EMPLOYEE NAME:
___________________________________________________________________________________

SUMMARY: Christ The King Retreat House & Conference Center serves as a facility that brings in groups that 
are looking to “Recharge, Renew & Refocus”.  CTK is looking for a full-time cook that will perform all of the 
necessary duties to run a kitchen.  This retreat center prides itself on providing an enhanced guest experience 
when it comes to dining options.  The chosen individual will have the opportunity to develop their own buffet style 
menu and will need to provide a plethora of great options for our guests.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: Include the following.  Other duties may be 
assigned

- Develop and design a menu for groups. 
- Consult with the front office on group menu requests and dietary restrictions. 
- Communicate with food vendor and order food on a weekly basis.
- Serve food to guests in a buffet format. 
- Responsible for managing food and labor costs per the annual budget.
- Clean kitchen and dining area daily.
- Prepare food for guests using established guidelines.
- Constantly update and track inventory. 
- Come up with new ideas that will enhance the guest meal experience.
- Responsible for the supervising and schedule of one part-time assistant cook.
- Meet and greet guests that are dining in. 
- Maintain strictest food safety standards. 

QUALIFICATION REQUIREMENTS: The individual must be strongly committed and perform all of the 
essential duties above to a satisfactory level.

- High School Diploma 
- Formal training in food service field or equivalent combination of education and experience.  
- Certificate in Culinary Arts preferred. 
- Experience in catering or buffet service is preferred

OTHER SKILLS AND ABILITIES: Aptitude for cooking and baking.  Must be able to lift at least 35 pounds.  
Work experience in food service in a facility of comparable size. Ability to work a flexible schedule including 
evenings, weekend and holidays as needed.  

Approved: ____________________________________ ___________________
       (Employee) (Date)

     
       ____________________________________ ___________________
       (Supervisor) (Date)


