CIVILIAN JOB DESCRIPTION
HQ KFOR
PRISTINA, KOSOVO
CIVILIAN PERSONNEL OFFICE

PART I – JOB IDENTIFICATION
	Post no.:
	CI NBC 001

	Headquarters:
	KFOR

	Division:

Branch: 
	HQ SUPPORT GROUP

	Section: 
	Engineering Section 

	Job title:
	Food Services Quality Assurance Evaluator

	Nationality: 
	NN/NTCN

	Date of validation:
	01/08/2012
	Service:
	Civilian

	Duty location:
	Pristina, Kosovo
	Grade:
	ICC-5


PART II – DUTIES
	A.
	POST CONTEXT:

	
	Act as Point of Contact between the NATO contracted company and HSG KFOR in regards of compliance with the NATO catering contract thus guaranteeing the best support of HQ KFOR staff.


	B.
	REPORTS TO:

	
	Chief Site Engineer


	C.
	PRINCIPAL DUTIES:

	
	· Acts as the Catering Officer for HQ KFOR in Film City.

	
	· Ensures that the catering contractor provides a service according to the contract.

	
	· Advises the Chief Site Engineer on all food service and catering contract matters.

	
	· Processes applications for all special functions held in HQ KFOR.

	
	· Maintains a daily record of quality of service provided by Catering Contractor.

	
	· Performs the duties of Memorandum Report Account Holder (MRAH) concerning all NATO owned property in the Dining Facility.

	
	· Recommends improvements to all aspects of the Dining Facility and initiates nonstick item requests as required.

	
	· Prepares a weekly report to the Dining Facility Meeting.
· Takes minutes at the weekly Dining Facility Meeting

· Attends the Bi-Monthly Award –Fee Meeting


	D.
	ADDITIONAL DUTIES:

	
	▪ Represents the KFOR HQ Chief Site Engineer in his/her absence to the limits delegated.

▪ Performs other related duties as directed.


PART III – QUALIFICATION

	A.
	ESSENTIAL QUALIFICATIONS:

	
	1. Professional Experience:

	
	Minimum three years experience in facilities and/or project management within the food services sector to include: 
· 2 years experience in monitoring and evaluating contract performance related to food services and health and hygiene;

· the development of procedures and checklists for performance measurement;

· financial reconciliation relating to services used;

· inventory management;

· management and co-ordination of service for VIP functions;

· preparation of reports and recommendations relating to service improvement

Good working knowledge of the following information systems: MS Word, MS Excel, MS PowerPoint, MS Access.
Valid Category B Driving license.


	
	2.Education / Training:

	
	University Degree in Business Management or Food Technology.
Training leading to formal certification in:
· Occupational Health and Safety; and,
· Food Safety, Health, Hygeine and Sanitation


	
	3. Security Clearance:

	
	NATO Secret


	
	4. Language:

	
	English: Very Good


	
	5. Standard Automated Data Processing (ADP) Knowledge:

	
	a) Word processing: Intermediate knowledge

	
	b) Spreadsheets: Intermediate knowledge

	
	c) Graphic Presentation: Intermediate knowledge

	
	d) Database: Intermediate knowledge

	
	


	B.
	DESIRABLE QUALIFICATIONS:

	
	1. Professional Experience:

	
	· Experience in facilities management within a NATO HQ

· Experience in an international/multi-national organisation

· Supervisory experience


	
	2. Education / Training:

	
	· Advanced University Degree in Business management or Food Technology.

· PRINCE II Certification


	
	3. Language: 
· Albanian : Good
· Serbian : Good


	C.
	CIVILIAN POSTS:

	
	Personal Attributes:

	
	Food Services Quality Assurance Evaluator must be a mature, professional, experienced and reliable person who can be relied upon to complete required tasks within the time frame allowed. Must be highly motivated and have strong work ethics. Must be capable of organizing time around completing daily and extra tasks assigned. It is imperative that the individual be polite and friendly with all customers. Must have the willingness and desire to search for ways to improve methods already used. 
He/she must be able to work on their own as well as work as a team with the other staff members in accomplishing daily and additional tasks assigned. Must be in a good physical and mental condition.


	
	Managerial Responsibilities:

	
	The position requires an individual that can maintain a close working relationship with the catering contractors in attaining the goals established for the support of the mission, welfare of the force and in obtaining best value for money.


	
	Professional Contacts:

	
	Food Services QAE needs to maintain good working relations with supervisors and all other civilians and military working within HQ KFOR.


	
	Contribution to the Objectives:

	
	Food Services QAE acts as Point of Contact between the NATO contracted company and HSG KFOR in regards to the compliance of the NATO catering contract thus guaranteeing the best support of HQ KFOR staff.


	
	Impact of Work Environment:
Fast paced multi-national, multicultural environment.

	


	D.
	REMARKS:


N/A

NATO UNCLASSIFIED
1

