
Position Description 
 
Title: Sous Chef 
Reports to: Episcopal House of Prayer Hospitality Manager 
Hours: Flexible (choose your own shifts) 
Deadline: Hiring on a rolling basis 
 
Position Purpose 

Sous Chefs at the Episcopal House of Prayer are responsible for preparing and serving 
healthful meals for retreatants and rental groups based on seasonal menus. Our meals are 
whole foods, vegetarian, and delicious, drawing on various world cuisines. The Sous Chef 
ensures the safe preparation of food and the cleanliness of the kitchen throughout meal 
preparation and serving. The position is held by multiple individuals, each reporting to the 
Hospitality Manager but also working with other Sous Chefs, Prep Cooks, and Shoppers 
(see separate position descriptions). Sous Chefs normally spend a few shifts as Prep Cooks 
to learn the House norms, then move up into their full role when ready. Sous Chefs are 
among the team members who provide a welcoming presence for guests in the spirit of 
Benedictine hospitality. Group sizes range from 8 to 24, with most in the 10-15 range. 

 
Required Competencies 

1. Skilled in food preparation techniques. 
2. Skilled in using standard kitchen appliances for food prep. 
3. Knowledge of food safety principles and practices.  
4. Ability to adjust food volumes as guests fluctuate over the course of an event.  
5. Ability to adjust menu items to accommodate food availability or late-disclosed food 

allergies.  
6. Time management skills to ensure the meal is served at the agreed-upon time, and 

ability to negotiate and adjust on the rare occasions when the group or the kitchen needs 
to move the service time. 

7. Ability to be on your feet for several hours, bend to wash dishes in a deep sink, climb a 
small stool to reach items on top shelves, lift trays of dishes, work in a warm/humid 
environment. 

 
Key Areas of Responsibility 

1. Prepare and serve meals for retreatants and rental groups based on standardized 
seasonal menus, including to: 

a. Review the menu and schedule prior to an event, typically emailed from the 
Hospitality Manager one to two days before the event starts, taking special note 
of any food allergies or other notes at the top of the menu; 

b. Arrive on or by the scheduled time (typically 2.5 hours in advance of 
lunch/supper, about 1 hour before breakfast) to review the recipes and ensure 
you have a plan to execute all components; 

c. If needed, decide on any menu substitutions or adjustments based on food 
product availability/quality and/or newly disclosed participant 
allergies/sensitivities;  

d. Identify and assign food prep tasks for any scheduled Prep Cooks;  
e. Prepare the appropriate quantities of foods based on the standardized recipes, 

ensuring a balance of flavors before serving; 
f. Have food ready to serve, attractively and logically arranged for buffet style self-

service, and labeled when appropriate with allergen/restriction information; 



g. Verbally describe the menu to the group in an enticing way, especially being 
mindful of those who may have dietary questions; 

h. Monitor food consumption over the course of the meal to ensure adequate 
amounts are available throughout the meal. Communicate with the rest of the 
cooking team with advice about quantities to prepare for subsequent meals. 

2. Oversee the work of any Prep Cooks participating in meal preparations, including to: 
a. Orient the Prep Cooks to the menu, participants, schedule, and specific food 

prep assignments;  
b. Ensure foods chopped by the Prep Cooks are the appropriate and consistent 

size (minced, diced, coarsely chopped, etc.) for the recipes, and any other food 
preparation techniques are done appropriately; 

c. Ensure appropriate food safety practices are being followed, especially hand 
washing; and 

d. Ensure a quiet work environment so guests are not distracted. 
3. Ensure the safety of the food being prepared, served and stored, including to: 

a. Thoroughly wash hands prior to starting any food prep, and after using the 
restrooms or touching the nose or mouth; 

b. Thoroughly wash all vegetables and fruits prior to preparation;  
c. Keep hot food >140° and cold foods <40°; 
d. Promptly chill any leftover foods; 
e. Help to monitor for any evidence of food spoilage; 
f. Mark dates on all newly-opened packages of food; 
g. At the final meal, oversee the packaging and sending home of small amounts of 

leftovers (typically 1 quart or less). Freeze and label quantities that could feed at 
least 8 guests (typically 1 gallon or more). 

4. Ensure the cleanliness of the kitchen throughout food preparation and meal serving 
times, including to: 

a. Thoroughly wipe down all food prep surfaces prior to, during and after food prep 
and serving; 

b. Clean and sanitize food prep items periodically so the sink area stays clean for 
guests; 

c. Promptly wash, dry and store knives to ensure the safety of guests and workers; 
d. Oversee and support the “Kitchen Saints” volunteers (guests) in cleaning, 

sanitizing and storing dishes after their meals.  
e. Finish cleaning and sanitizing any dishes after meals so everything in the kitchen 

is appropriately stored and the kitchen is ready for the next meal or event.   
f. Sweep or vacuum the kitchen floor before and/or after the meal is served. 
g. As needed, start or finish laundry to ensure there are enough clean towels and 

cloths for the next shifts.  
5. Ensure the meal is served on time. Typical service times for our events are 8:00 am 

breakfast, 12:00 noon lunch, and 6:00 pm supper.  
a. If the cooking team or the group needs to adjust these times slightly (5-10 

minutes), the Sous Chef leads the conversation. 
b. Maintain food safe temperatures during any delays.  
c. Determine what can be adjusted in order to make up time if needed, while 

maintaining the quality of food our guests have come to expect.  
6. Contribute to ensure adequate and accurate inventory of pantry food items by: 

a. Alerting the Hospitality Manager to any pantry food items that are running low; 
b. Adding the name of any leftover foods placed in the freezer to the white board on 

the freezer door;  
c. Erasing the name or adjusting the quantity of any food taken out of the freezer. 



7. Access to the internet for signing up for shifts, reviewing menus, and submitting time 
sheets is important. Any size/type of device is adequate for these tasks. Google Drive 
access will facilitate reviewing menus/recipes ahead of the shift. 

8. Participate in periodic food safety and sustainability training provided by EHoP.  
9. Sign up for shifts using our online calendar. Shifts are typically posted one to two months 

in advance. Most retreats are Friday supper through Sunday lunch, but there are 
opportunities for weekday shifts as well. Our highest need is currently for Saturday shifts 
(breakfast, lunch, and/or supper).  

 
Relationships 

1. Sous Chefs primarily report to the Hospitality Manager but periodically communicate with 
the Director. 

2. Sous Chef may also work periodically with the lead Shopper in preparing for events.  
3. Sous Chefs oversee the work of Prep Cooks with whom they share a shift. 
4. Sous Chefs provide a welcoming presence for guests in the spirit of Benedictine 

hospitality. 
 
Location 
Episcopal House of Prayer, 14215 Fruit Farm Road, St Joseph, MN (on the edge of St John’s 
Abbey and University campus in Collegeville, MN). 
 
Compensation 
Sous Chefs are paid on an hourly basis, currently $25/hour. This is a W-2 position; federal and 
state taxes are withheld. Earned Sick and Safe Time accrues at a rate of 1 hour for every 30 
hours worked and can be used once the employee has worked 80 hours. EHoP and employees 
also contribute to the MN state fund for Paid Leave for longer absences. 
Once the guests have eaten and we are sure of quantities, it is customary for our cooks to enjoy 
the fruits of their labor, too. 
 
Contact 
Stephanie Hart, Hospitality Manager, at houseprayer@csbsju.edu.  
 
Information on the mission, vision and offerings of the Episcopal House of Prayer can be found 
at www.ehouseofprayer.org.  
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