
 
____________________________________________________________________________________
   

 
Prompt Doc No: <#doc_num> v<#ver_num>  Approval Date: <#issue_date>  Due for Review: <#next_review_date> 

Page 1 of 7 

UNCONTROLLED WHEN DOWNLOADED 

 

Position Description 
 

Cook / Chef 
JOB TITLE 

 
Position title 
 

Cook/Chef 

Classification 
 

Cook (Grade 1 – 3, IN15-IN17) ), Chef Grade D (RG6) 

Award HEALTH AND ALLIED SERVICES, MANAGERS AND ADMINISTRATIVE WORKERS 
(VICTORIAN PUBLIC SECTOR) (SINGLE INTEREST EMPLOYERS) ENTERPRISE 
AGREEMENT 2021-2025 
 

Professional Development Review Initial review at three (3) months, then annually. 
 

  

GREAT OCEAN ROAD HEALTH 
 
Great Ocean Road Health is a rural public health service that has campuses at Lorne and Apollo Bay in South West Victoria. 
Our community members are offered acute hospital beds, residential aged care beds, a renal dialysis unit (Lorne), a 24 hour 
urgent care service, medical centres, community health care and in-home support services. Great Ocean Road Health was 
formed in 2019 with the amalgamation of Lorne Community Hospital and Otway Health. 
 

 
OUR VISION 
 
To create a person-centred, high quality experience for every great ocean road health consumer, every time. 
 
 
 

OUR PURPOSE 
 
To provide Great Health Care to enable people to live purposeful, healthy and engaged lives. 
 
 
 

OUR VALUES 
 
❖ Genuine: We are authentic; we do what we say we will do and motivated to extend ourselves in 

everything we do. 
 

❖ Respect: We demonstrate integrity in every interaction, and we value the insights of staff, community 
members and our partners. 
 

❖ Empathy: We listen to our staff, patients, residents and community member needs and help them on 
their journey to enhanced health and wellbeing. 

  
❖ Accountable: We are accountable for all our actions and decisions - we deliver our strategic priorities in order 

to fulfil our purpose and best meet our community needs. 
 
❖ Teamwork: We actively seek opportunities to work together in the spirit of collaboration. 
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POSITION BACKGROUND 
 

Great Ocean Road Health’s priority is to work with its client base and community to strengthen the community and ensure 
that people are well supported and able to improve and enhance their wellbeing. 
 
The Cook / Chef position assists in the health & wellbeing of patients/residents/staff/volunteers/visitors by providing meals 
that are nutritionally balanced and prepared in accordance with GORH’s Food Safety Program. The aim is to provide a 
Montessori model of care with food distribution that improves client satisfaction, promotes client recovery and reduces 
waste. 
 
The Cook / Chef is responsible for preparing, presenting, and coordinating the service of meals for patients, residents, staff, 
volunteers, and visitors. Under the direction of the Support Services Manager, the Cook/Chef will oversee daily operations, 
manage their own workload as well as that of other staff, and consistently foster a supportive and collaborative team 
environment. 

 
KEY RESPONSIBILITIES 
 
RESPONSIBILITY AREA 1:  Organisational Responsibilities 
 

ROLE SPECIFIC TASKS MEASURES 

Organisation Culture 
▪ To understand and adopt GORH values in all areas of 

responsibility with attention to consumer focus, 
teamwork and community orientation. 

▪ GORH strongly supports Equal Opportunity and Access 
to Services and expects all staff to be sensitive and 
inclusive of individual needs including but not limited 
to cultural, religious, sexual diversity and orientation. 

▪ GORH values are demonstrated by the individual and 
assessed in performance reviews. 
 

Occupational Health and Safety    
▪ Proactively take responsibility for your own health and 

safety and for the health and safety of anyone else 
who may be affected by our acts or omissions in the 
workplace. 

▪ Understand and proactively work within Occupational 
Health and Safety Acts, regulations and codes of 
practice. 

▪ Minimise exposure to incidents of infection/cross-
infection of patients, residents, staff, visitors and the 
general public by adhering to the organisation’s 
Infection Control policies and procedures, including 
compliance with GORH vaccination program 

▪ Level of compliance as determined through health and 
safety audits. 

▪ Action taken to identify and report unsafe acts or 
hazards. 

▪ Timeliness and effectiveness of corrective action. 
▪ Demonstrated use of incident management system. 
▪ Completion of required mandatory training and 

education. 

Risk Management 
▪ Ensure effective and timely risk identification, 

assessment, control and issue resolution processes are 
maintained. 

 
▪ Awareness of risk management responsibilities. 
▪ Evidence of issues identified and reported. 

 

Management and Control 
▪ Ensure all activities are within the approved policies, 

legal and ethical framework of the organisation. 
▪ Understand and take responsibility to work within the 

delegations of authority. 

▪ Evidenced by relevant audits. 
▪ Reviewed in annual performance review. 

Safety & Quality 
▪ Report incidents on the incident reporting system. 

▪ Evidence of incident reporting. 
▪ Evidence of initiation of and participation in relevant 

quality activities. 
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▪ Lead or participate in quality activities in ensuring that 
opportunities for improvement are actively explored 
and best practice is achieved. 

▪ Understand the quality standards and accreditation 
requirements relevant to the role and ensure systems 
and processes are consistent. 

▪ Partner with patients, carers and other consumers in 
activities to improve the safety and quality of care. 

 

▪ Adherence to the relevant Standards. 
▪ Demonstrated consumer focus of quality activities. 
▪ Outcomes of all quality activities are recorded on the 

Quality Activity Register. 

Professional Development 
▪ Ensure skills are up to date and in accordance with best 

practice guidelines. 
▪ Keep up to date with changes in Policies and 

Procedures. 
▪ Ensure all mandatory LMS training is undertaken within 

all required timeframes. 

▪ Demonstrated participation in the training/education 
of less experienced staff, undergraduate students and 
other professionals. 

▪ Evidence of the identification of training and 
development needs and appropriate action being 
taken to address gaps in skills and/or knowledge. 
 

Child Safe 
▪ Demonstrate an understanding of Child Safe Standards 

and comply with the Great Ocean Road Health Child 
Safe – Code of Conduct. 

▪ A current Working with Children Check may be 
required for Great Ocean Road Health Employees 

▪ Signed GORH Child Safe Code of Conduct. 
▪ Assessed in performance review. 

National Criminal History Check 
▪ A current National Criminal History Check is required 

for Great Ocean Road Health Employees. 

▪ Current criminal history check 

Immunisation 
▪ Annual Influenza vaccination is a condition of 

employment in Aged Care facilities. 

▪ Evidence of influenza vaccination 

General Statement of Duties   
▪ Perform the inherent responsibilities of the position 

and other related duties as directed and assigned to 
you, having regard to your skills, qualifications, training 
and experience, to contribute to meeting client and 
community needs and program requirements. 

▪ Assessed in performance review. 

 
RESPONSIBILITY AREA 2:  Clinical Practice / Professional Practice 
 
Great Ocean Road Health strives to deliver the highest level of care possible.  To enable this to occur, all personnel need to 
develop and maintain appropriate professional behaviours in all areas of practice.  This covers both clinical and non-clinical 
workplaces, and is the physical manifestation of the Great Ocean Road Health values. 
 
 
Clinical–  
 

ROLE SPECIFIC TASKS MEASURES 

N/A ▪  
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Professional –  
 

ROLE SPECIFIC TASKS MEASURES 

▪ Direct and undertake the preparation and serving of 
high-quality food and meals to patients, staff and 
visitors. 

▪ Meals are prepared and delivered on time and in 
accordance with planned schedules and service 
protocols. 

 
▪ All food handling and preparation activities comply 

with GORH’s Food Safety Plan and Department of 
Health standards. 

 
▪ All required food safety training and refreshers are 

completed. 
 
▪ Food preparation areas and equipment consistently 

meet hygiene inspection standards. 

▪ Prepare/Cook and deliver meals in accordance with 
standardised recipes, menu guidelines, service 
schedules and GORH’s Food Safety Program and 
comply with Department of Health’s food safety 
standards. 

▪ Maintain a high standard of personal and workplace 
hygiene, supporting a clean and safe environment in 
line with organisational expectations. 

▪ Prepare meals in accordance with individual dietary 
requirements and instructions, as advised by 
healthcare staff. 

▪ All special dietary instructions and meals are 
accurately recorded, actioned, and followed within 
required timeframes 

▪ Assist in managing food and catering supplies by 
monitoring stock levels, placing orders as needed, 
rotating inventory, and ensuring accurate meal 
preparation to minimise waste. 

▪ Adequate and appropriate inventory levels 
maintained.  

▪ Follow daily work schedules to ensure food service 
tasks are completed efficiently and consistently, 
supporting the smooth delivery of meals and 
maintaining continuity of service. 

▪ Tasks are completed in accordance with Evening Cook 
duty list, Daily Routine Guide and daily food log. 

▪  

▪ Prepare food for functions as required and requested 
by Food Services Team Leader or SS Manager 

▪ Food for functions is prepared accurately, on time, 
and meets specified requirements as requested by the 
Food Services Team Leader or SS Manager. 

▪ Assist with developing menus in consultation with 
Food Service Team Leader, SS Manager  

▪ Collaborate with dietitians and clinical staff to meet 
patient dietary needs. 

 

▪ Ensure all waste is disposed of correctly in accordance 
with designated waste streams, environmental 
guidelines and food safety control procedures. 

▪ Waste is consistently sorted and disposed of in the 
correct designated waste streams. 

▪ Prepare meals that meet individual patient and 
customer needs, in alignment with the principles of 
Patient-Centered Care, 

▪ Consistently demonstrate flexibility and attentiveness 
in meal preparation to accommodate individual 
preferences, dietary requirements, and feedback, 
contributing to a positive patient experience. 

▪ Undertake other duties as requested by the Manager 
that are within the scope and skill consistent with the 
position. 

▪ Flexibility and responsiveness in completing additional 
tasks as directed, within scope and competency. 

▪ Demonstrates cooperative attitude when supporting 
team or cross-functional tasks 
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RESPONSIBIITY AREA 3:  Information Management (inc Communication & Documentation) 
 
Great Ocean Road Health understands the need for effective communication and rigorous documentation in the delivery of 
health care.  How we manage information within the organisation is crucial for our customers trust, our reputation in the 
wider community and how they perceive Great Ocean Road Health. 
 

ROLE SPECIFIC TASKS MEASURES 

▪ Ensure that all documentation related to the Food 
Safety Plan is completed within the required 
timelines to ensure full compliance with legislatively 
requirements 

▪ Food safety documentation is completed and within 

the required timeframes. 

 
▪ Daily food logs and checklists are completed. 

 ▪ Accurately complete and maintain, temperature logs, 
and food safety checklists. 

▪ Report any food, hygiene, equipment or safety 
concerns to Supervisor/ Management in a timely 
manner. 

▪ All concerns are reported to Management within the 
same shift or day they are identified. 

▪ Ensure all relevant information and updates are 
recorded in the communication diary to support 
effective communication and co-ordination within 
the Food Services Team. 

▪ Communication diary is updated daily with accurate 
and relevant information. 

▪ Participate in Food Safety audits and inspections as 
required. 

▪ Demonstrates understanding of food safety 
procedures during audits. 

▪ Utilise information technology as appropriate in the 
performance of the role. 

▪ System Usage Compliance: 
Demonstrates correct and timely use of hospital 
systems (e.g. email communication incident reporting 
systems, staff communication platforms, rostering and 
time & attendance). 

 
 
 
 

RESPONSIBILITY AREA 4:  Leadership and Management 
 
Great Ocean Road Health acknowledges that it is our people who make us a truly great organisation and that strong and 
effective leadership engages unites and motivates staff.  Investing in our workforce and providing them with a supportive 
environment, the necessary skills for them to confidently do their job and a culture where they can excel and feel valued 
creates a workplace of choice.  It is our people who allow us to deliver quality health care to our community. 
 
 

ROLE SPECIFIC TASKS MEASURES 

▪ Provide guidance and oversight to Prep Cooks/ 
Kitchen Assistants during shifts to ensure efficient and 
safe food service operations. 

Demonstrates support to kitchen assistants, ensuring tasks 
are completed efficiently, safely, and in accordance with 
food service standards. 

 
 
 
 

SCOPE OF PRACTICE 
 
The Cook/Chef will be limited to: 
 
▪ Activities described within the position description  
▪ Other activities as agreed with Line Manager 
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ORGANISATION CHART 
 
Reports to:  Catering Team Leader 
 
Supervises:   Kitchen Assistants  
 
External Liaisons:  Visitors 
     Suppliers  
  
Internal Liaisons:  Executive Team 
    Nursing Team 
    Residents 
    Dietician 
    Patients 
    All Great Ocean Road Health staff 
  
 

REQUIRED EDUCATION, TRAINING, KNOWLEDGE AND EXPERIENCE 
 

1. Essential Education:  
▪ Certificate 111 in Commercial Cookery (or acceptable equivalent successfully completed) or working toward 

 
2. Essential Requirements: Abilities & Skills 

▪ Experience in cooking in a commercial, hospital or aged care setting environment (desirable but not essential). 

▪ Knowledge of dietary requirements and allergen management (desirable) 

▪ Food Safety Handler Certificate (accredited) 

▪ Demonstrated knowledge of food safety standards and hygiene practices 

▪ Ability to work independently and co-ordinate standard kitchen and food service operations 

▪ Proven ability to follow procedures, recipes and dietary instructions and work to a schedule in a timely 

professional manner 

▪ Excellent planning, organisational and time management skills 

▪ Effective Communication – Ability to communicate clearly and professionally  

▪ Teamwork – Proven capacity to work collaboratively 

▪ Initiative – Demonstrates proactive approach to tasks and problem-solving 

Essential Requirements – attributes 
▪ Reliability – Consistently punctual, dependable, and committed to delivering high-quality work. 

▪ Flexibility – Willing to adapt to changing menus, dietary needs, and kitchen demands. 

▪ Integrity – Maintains high standards of professionalism and honesty 

▪ Respectful and Person-Centred – Treats all clients with dignity and respect 

 

 

 PERFORMANCE STANDARDS 

 
Evidence of completion of competencies relating to your current role. 
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AGREEMENT 
 
Pre-Employment Health Declaration 
Prior to any person being appointed to this position, it will be required that they disclose full details of any pre-existing 
injuries or disease suffered, or existing injuries or disease that a person continues to suffer of which they are aware and 
could reasonably be expected to foresee and could be affected by the nature of the proposed employment. 
 
Position Description Approved     ________ Date _________________  
    Manager/Director Signature 
 
    _________ ___________________________ 
    Position 
 
I acknowledge and accept that this position description represents the duties, responsibilities and accountabilities that are 
expected of me in my employment in the position. 
 
         _ Date __ _______________ 
    Employee Signature  
 
    ______________ ______________________ 
    Employee Name (please print) 
 
 
 
 
 
 
 
 
  


