LEWISTON SCHOOL NUTRITION PROGRAM

Job Description

Position Title:
Director

Department:

School Nutrition Program
Reports to:

Superintendent of Schools or Designated Personnel

Prepared by:

Human Resources Dept.

Date:  May 2, 2013
Approved by:
Superintendent


Date:  May 3, 2013

SUMMARY:  This is an administrative staff position requiring ability and related experience in food service management.  The Director is responsible for the administration of all school nutrition programs in the Lewiston Public Schools.

    ESSENTIAL DUTIES and RESPONSIBILITIES  Other duties may be assigned.

Responsible for the financial management of the school nutrition programs, including adherence to the annual budget and all contractual obligations.

Maintain current knowledge of and adhere to all State and Federal policies and regulations in the operation of the school nutrition program, including but not limited to sanitation and safety.
Responsible for the purchase, distribution, and storage of foods and supplies, and capital assets, to include the ability to prepare and recommend for award bids and quotations.

Administer the U.S.D.A. commodity program, including the purchase, storage, tracking and transfer of commodity foods.
Responsible for the design of menus and sub-program offerings which ensure meal nutrient requirements are met, are cost-effectively prepared, and maximize potential participation rates.
Establish and maintain appropriate inventory controls of food, supplies, and equipment.
Responsible for timely and accurate submissions as required to Maine Department of Education Child Nutrition Services.

Oversee and support the evaluation of labor hours, kitchen operations, and other operating procedures to recommend and implement changes in a timely manner as need indicates.

Ensure district staff and building administrators are aware of all nutrition-based information relevant to the effective performance of their duties.
SUPERVISORY RESPONSIBILITIES: 

Oversee personnel administration in accordance with district policies, procedures, and collective bargaining agreements, to include recommendations for hiring, periodic review of job descriptions, staff changes, evaluations, and direct approval of all personnel activities, including payroll.
Regularly meet with food services management staff, both onsite and offsite as needed, to review operational challenges and opportunities.

Maintain positive relationships with union representatives to administer collective bargaining unit contracts and resolve issues as needed.

Plan and execute professional development that is tied to Nutrition Program goals, including both individual and staff-wide in-service workshops.

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

Advanced training courses supplemented by 5 or more years direct experience in menu planning, personnel management, food service production, and safety.
OR

Bachelor of Science degree in food service management or nutrition with progressively responsible position and work experiences.

LANGUAGE SKILLS:

Read and interpret both routine and complex documents such as governmental regulations, vendor contracts, bargaining unit contracts, safety rules, operating and maintenance instructions and procedure manuals. Write formal and informal communications, including email and MS Word. Communicate with a variety of audiences and determine the most effective form of communication to use in various situations.
MATHEMATICAL SKILLS:

Perform and explain calculations relevant to the food service industry. Effectively use MS Excel to create and document calculations and reports.
REASONING ABILITY:

Analyze and evaluate variables to solve practical problems in situations where only limited information or precedence may exist. Interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
OTHER SKILLS and ABILITIES:

Demonstrate the highest commitment to ethical standards of behavior at all times. Work harmoniously with school administrators and staff.  Learn and use applicable technology efficiently. Maintain effective working relationships with vendors, students and the school community. Function as a role model for compliance with all School District Policies.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee is occasionally required to stand and walk.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.

