JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 

Cafeteria Manager

DEPARTMENT: 

 Student Nutrition Program
SUPERVISOR: 
Business Manager, Immediate Supervisor

Superintendent, General Supervisor
JOB GOAL: 

To provide each school child with food that is of high nutritious quality in an atmosphere of cleanliness, cheerfulness and personal caring.
PERFORMANCE RESPONSIBILITIES:

Supervises: Head Cooks/Assistant Cooks


The person holding this position must be able to:
· Assist and act in a confidential capacity with respect to a person who determines and effectuates management procedures and school board policies.

· Prepare and administer the Food Services Department Budget

· Prepare all financial documents and other items for review by the Business Manager.

· Purchase and maintain an inventory of all foods, supplies and equipment.

· Implement cafeteria accounting procedures as instructed by the Business Manager.

· Implement prices charged for various types of lunches, including the price of milk, but subject to approval of school officials.

· After school secretary(s) and principal(s) have made an effort through second notice to collect charged cafeteria debts, the Cafeteria Manager will execute legal remedies for collection through collection agencies or the courts.

· Plan and supervise the preparation and implementation of menus of all schools

· Inform the public, through the local press and radio, of planned lunch menus on a weekly basis.

· Plan and check all menus for school lunches and special dinners one month in advance.

· Supervise the planning and preparation of any special meals required for district-sponsored events.

· Implement and comply with the size of portions served as related to lunch type.

· Provide assistance and suggestions for the preparation and serving of government surplus foods.
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· On a bi-weekly basis or as often as possible, inspect school lunch facilities and operations to ensure that standards of diet, cleanliness, health and safety are maintained and observing possible improvements in operations.

· On a bi-weekly basis or as often as possible, monitor all lunchrooms and cafeterias checking that standards of health and safety are maintained and observing possible improvements in operations.

· On a bi-weekly basis or as often as possible review and evaluate all requests and recommendations for purchase or replacement of new equipment.

· Consult, as needed, with school planners and architects on plans and specifications for new or renovated food preparation centers.

· Assist principals and teachers in developing rules of conduct in the lunchroom for effective implementation.

· Administer personnel policies and evaluate head cooks and assistant cooks.

· Emphasize the need to maintain books at each cafeteria and encourages high level of cleanliness, health and safety.

· Prepare and monitor all food service bills payable and personnel payrolls, etc, outlined on time line schedule.

· Assist the Business Manager in acquiring quotations, bids, purchasing, etc….

· Prepare all applications for federal subsidies.

· Maintain distribution records of all federal funds to various school lunch and school milk programs.

· Prepares application for government surplus food for school cafeteria use, and direct its distribution and transfer.

· Plan disposition of government commodities as part of the ongoing food service program.

· Prepare claim for all government reimbursements.

· Prepare specifications and bid conditions for all items requiring such bids by law or board policy.

· Operate a program of cooperative purchasing among cafeterias, particularly for high-volume items such as bread, mild and canned goods.

· Keep patrons and the public informed of the menus and services being offered by the school cafeterias and of the health and educational benefits gained by children through participation in the school food service program.

· Log all out-going long distance telephone calls and fax transmittals.

· Assist principals in supervising and evaluating cafeteria personnel.

· Provide Training Sessions for cafeteria personnel, school secretary(s) and principal(s).
· At the request of the Superintendent, interview and make recommendations on employment, re-employment, discharge and/or terminations for the Superintendent’s consideration.

· Attend Board meetings at the request of the Superintendent or his/her authorized designee.

· Perform other assigned tasks deemed appropriate and necessary required by the supervisor(s).
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MINIMUM QUALFICATIONS:

Experience/Education:
· High School graduate or satisfactory completion of the General Education Development (GED) Test, plus any combination of college level education or stenographic and/or clerical work-totaling two (2) years and/or successful completion of a planned program in secretarial training.

· Must have competencies in mathematical computation and the use of all office machines.
· Preferably, shall have competencies in typing and related skills.

· Technical training and experience in Cafeteria Managerial Services, Food Service Program and Accounting;

· Background and preferably training in nutrition and menu preparation.

· Knowledgeable in Federal and State Regulations applicable to Lunch Reimbursement, Commodities, Reporting etc..;

· Experience in working with computers

· Other qualifications determined to be necessary by the Board of Education.
Skills/Knowledge:

· Must be able to read and write English, to perform mathematical functions, to follow oral and written directions, to operate a computer (cashier). 

· Must have excellent people skills, to have demonstrated a high degree of honesty, integrity and dependability.  

· Must have the capacity to grasp and adjust to new and changing situations.  

· Must be able to work under pressure. 

· Must be able to use scales for weighing ingredients and portion control, large 

· mixer, oven range, steamer, food chopper, slicer, and other related tools and equipment. 

· Must be able to read thermometers. 

· Must be able to operate computer, printer, calculator.

Physical Requirements:
· Manual dexterity required. 

· Must be neat in appearance and adhere to dress code of the department.

· Must wear hair net when working in the kitchen and comfortable, safe shoes. 

· Must be able to handle working in a hot kitchen, sitting for long periods of time (cashiering) & standing for long periods of time (cooking). Must be able to lift up to 50 lbs.

Environment/Scheduling:

· Must be able to manage stress, multi-task, maintain positive work relationships

· Must be able to work in varying degrees of noise, temperature and air quality. 
· Interruptions of work are routine so flexibility and patience are required.
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WORK SCHEDULE:

Contract Days:   ????  12 Months of Employment

Hours Per Day:  ????    8 Hours per day?
Salary:                To be established by the Board of Education on an annual basis, through the adoption of Salary Schedules.

EVALUATION: 
· Performance will be evaluated in accordance with provisions of Board Policy.  
· To be evaluated by the Business Manager and Superintendent.
This job description for Cafeteria Manager  is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Cafeteria Manager.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Business Manager
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