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JOB SUMMARY:

Under supervision of the Assistant Superintendent of Administrative Services, this position supervises and coordinates all
aspects of food production and distribution of meals and necessary items or goods to school sites from a central kitchen or
warehouse. Manages the daily operation of the central kitchen, staff who support food services at the central kitchen and school
sites, and assists in the preparation and service of meals.

ESSENTIAL FUNCTIONS:

The duties listed below are intended only asillustrations of the various types of work that may be performed. The omission of specific
statements of duties does not exclude them from the position if the work is similar, related, or alogical assignment to the class.

e Monitors and ensures that the operation of the central kitchen and school cafeterias serve meals in compliance with
the school nutrition program; meet current Federal/State nutrition standards and meal pattern requirements including
children with special needs diets and expected portion control of meals.

e Ensures the central kitchen and school cafeterias maintain compliance with sanitation and recommended
safety standards in food preparation, serving storage, cleaning of any equipment and resolves any issues or concerns
in this area.

e Supervise and provide guidance for food service staff at the central kitchen and school
cafeterias including assigning work and shifts, training food service staff in assigned duties,
assisting in the selection and evaluation process of food service staff.

e  Orders and inventories food and supplies according to planned menus and meals. Receives
and inspects food service deliveries for accuracy and quality assurance. Schedules food
service deliveries and distribution of supplies to school cafeterias from the central kitchen or
warehouse.

e Prepare daily food production for all food programs at all sites. Participate and assist in

planning of menus, maintenance, completing Federal or State food service or facility audits

or reports.

Responsible for skilled preparation of food items on the menu.

Interprets and reconstructs standardized recipes.

Responsible for receiving, storing, rotating and care of food supplies and equipment.

Responsible for preparation and packaging of foods to be used in satellite schools.

Responsible for scheduling, preparing, and serving food for nutrition break at the intermediate school.

Requisitions food, supplies, and equipment. Orders food and supplies from approved vendors.

Prepares and maintains written records on amounts of food planned and served to be used during SNP coordinated

reviews.

Prepares and follows work schedules that promote organized workflow and development of employee skills.

With assistance from the Assistant Superintendent of Administrative Services or designee provides input or

aides in the completion of personnel evaluations of food service staff.

Maintain accurate records of student accounts. Generate computerized reports upon request.

Collects and counts money. Prepares cash reports and enters data into sales record keeping.

Supervises and trains substitutes, volunteers, and staff in the operations of nutrition services for the District.

Conducts short training sessions to keep employees informed of school events as well as to develop

employee knowledge and skills.
e Performs related duties as assigned.

QUALIFICATION GUIDELINES:

Knowledge of:
e  Current USDA nutrition standards that apply to meals served in the SNP (School Nutrition Program).
e Importance of the marketplace’s influence on food trends and availability and how they relate to menu planning.
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Appropriate system for documenting staff development and training.

Use of technology as an SNP management tool.

Use of commodities to manage food costs.

Principles of Hazard Analysis and Critical Control Point (HACCP) system.

Principles of preplanning, planning and scheduling food production to maximize efficient use of time and
equipment and minimize production challenges.

Safe use, care and cleaning methods of equipment in the school cafeteria.

The importance of cross-training to enhance employee productivity and a more efficient workplace
Procedures involved in ordering, receiving and storing of food services supplies.

Health and safety rules and regulations that pertain to the operation of a school food service program.
Methods of assessing the skill level needs of the SNP personnel as well as self-evaluation.

Ability to:

e Follow the menu planning guide and other appropriate USDA resources for SNP when involved with menu
planning.

Create promotional activities that motivate and support student selection of meals that promote good health.
Prepare reports and keep records making simple arithmetical computations.

Enforce rules of health, cleanliness, personal habits, and proper clothing to ensure clean and healthy food handlers.
Operate machines found in a school kitchen, including a POS computer.

Maintain a safe work environment and follow District procedures for reporting accidents and injuries.

Maintain appropriate storage areas according to Federal, State and local guidelines.

Interpret data and sales history of food items for ordering and forecasting production.

Administer food preference surveys and analyze resulting data.

Implement methods for increasing productivity and decreasing waste.

Encourage cooperation between food service staff and teaching staff in promoting higher student participation in
lunch, breakfast and other supporting food programs.

e  Establish and maintain cooperative and effective working relationships with others.

e Lift and move items weighing up to 25 pounds.

Education/Training/Experience:
Equivalent to completion of high school or General Education Diploma (GED). Minimum of three years experience
and/or training in school or institutional food services; completion of Food Safety Manager Certification and
California School Nutrition Association (CSNA) courses related to the food service program in public schools. At least
one year in a lead or supervisory capacity.

PHYSICAL STANDARDS AND WORKING CONDITIONS:

The physical and mental demands and work environment described here are representative of those that must be met by employees to successfully perform the essential
functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. These physical demands are

generic in nature and tasks may vary depending on specific trade and or specialized work assignment.

Physical Demands:

Physical demands of this position include standing for extended periods of time. The employee is required to frequently
walk, stand or stoop, bend at the waist and reach at or below the shoulders. Continuously uses hand strength to grasp objects
and tools and operate nutrition service equipment. The employee must lift and/or move items weighing up to 25 pounds.
These objects include bags of milk or juice, cases of fruit, pans of food, etc. Specific vision abilities required by this job
include close vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. Employees may use
vision to monitor food quality and quantity and may also serve students, order supplies, collect money, etc. Also required

are hearing and speaking abilities to exchange information.

Mental Demands:

Employee must be able to comprehend and follow written and oral instructions; read and interpret data, information and
documents; interpret policies and procedures; work under deadlines with interruptions; and interact cooperatively with

District staff, students and parents.

Work Environment:

While performing the duties of this job, the employee regularly works in an indoor kitchen environment with exposure to
heat from ovens, hot foods and steamers and cleaning chemicals, fumes, equipment, and metal objects. Employees also
work around knives, dicers, mixers, slicers and other sharp objects. Work surfaces may be slippery. The noise level in the

work environment is usually moderate but may be loud depending on specific work site and/or equipment operation.
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The information contained in the physical standards description isfor compliance with ADA and is not an exhaustive list of duties
performed. Individuals who hold this position may perform additional duties and additional duties may be assigned.

WORK PERIOD:

12 months per year, 5 days per week, 8 hours per day
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