JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Head Cook
DEPARTMENT: 

Student Nutrition - Cafeteria
SUPERVISOR: 
Reports to:  Cafeteria Manager/Principal, Immediate Supervisor(s)

        (Shared responsibility) 

Superintendent- General Supervisor

JOB GOAL: 
To serve the students attractive and nutritious meals in an atmosphere of efficiency, cleanliness and warmth.

PERFORMANCE RESPONSIBILITIES:
Supervises: Assistant Cooks/Dishwasher


The person holding this position must be able to:

· Maintain the highest standards of safety and cleanliness in the kitchen.

· Direct, plan and supervise kitchen personnel in the safe, proper and efficient use of all kitchen equipment and maintain inventory of food supply, supplies and equipment.

· Check food shipments into the school, signing requisitions and/or invoices only after each order has been verified.

· Determine the quantities of each food to be prepared daily.

· Determine the size of serving to meet the necessary requirements with regard to the ages of those served.

· Prepare food according to a planed menu and tested uniform recipes and determine if the finished product is of best quality both flavor and appearance before it is served.

· Record all food requisitions from the storeroom and record all meals served, designating with or without milk.

· Oversee the locking of the storeroom, and maintaining of a correct inventory as required, to include equipment and supplies.

· Initiate orders or requests through the assistant cafeteria manage, in a timely manner, as per schedule provided by the Cafeteria Manager.
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· Report immediately to the assistant cafeteria manager and cafeteria manager any problems or accident occurring in the kitchen or the cafeteria premises.

· Confer with Cafeteria Manager and/or assistant cafeteria manager regarding any personnel problems. Supervise and assist in evaluating cafeteria personnel.

· Report to the assistant cafeteria manager and cafeteria manager any faulty or inferior quality food which is received.

· Supervise the daily cleaning of all kitchen equipment, the washing and sterilizing of all dishes, silverware and utensils. Make sure that kitchen floors are swept and mopped and walls and windows washed.

· Participate in daily cleaning of al equipment and kitchen.

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

· Attend board meetings at the request of the Superintendent of his/her authorize designee.

· Perform other assigned tasks required of the supervisor(s).
MINIMUM QUALFICATIONS:

Experience/Education:
· Extensive training and/or experience in food preparation.

· Literate and have mathematical skills.

· Competencies in record keeping, reporting and inventory control.
· Other qualifications determined to be necessary by the Board.
Skills/Knowledge:

· Demonstrate leadership qualities.

· Demonstrate cooperativeness and a willingness to acquire added competencies in the area of nutrition and related areas.
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, standing for long periods of time (cooking). 

· Must be able to lift 25 pounds to head level, when required.

· Must be able to kneel, squat, crawl, bend and walk without limitations.
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:   ????

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

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of adopted board policies.

This job description for  Head Cook  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 Head Cook.

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:______________

Cafeteria Manager
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