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[Name of] Catholic School
Job Description


Position:


Food Service Manager
Reports to:


FLSA Status:

Exempt
Date Prepared:
October 20, 2015
PURPOSE
The Food Service Manager supervises and coordinates the activities of cafeteria workers engaged in the preparation and serving of lunch for students of [NAME OF SCHOOL]. This position is also responsible for supervising the cleanup of the kitchen working area and the dining room; working with the principal to select the menu; and purchasing the food. The Food Service Manager performs all duties and responsibilities in alignment with the mission, vision and values of the Catholic Archdiocese of Miami. 

ESSENTIAL FUNCTIONS include the following.  Other duties may be assigned.
· Responsible for training cafeteria workers in the following areas: food preparation, serving students, sanitation, safety procedures and use of personal protective equipment.

· Process lunch purchase transactions, collecting monies, recording all transactions including credit and debit card.

· Reconcile receivables, compiling and balancing cash receipts after each shift.

· Manage performance of staff, setting expectations, reviewing progress, evaluating performance; make recommendations to principal regarding hiring, corrective action and firing.

· Work with principal to select menu, according to dietary needs and regulations.

· Purchase food and ancillary materials, exercising cost-consciousness and good planning. Use purchase order system.

· Control inventories of food and report shortages to principal. Make efforts to utilize inventory without creating repetitive menu items.

· Specify food portion sizes and schedule the serving time to ensure that food is served to students at the optimal time within the constraints of lunch schedules.

· Solicit feedback from students on food quality, service, and menu. Share results with principal.

· Assist cafeteria workers with preparation and cooking of food as needed.

· Supervise serving of food.

· Perform all assigned instruction and responsibilities in accordance with the educational objectives of the school.
· Become familiar with all policies stated in the faculty and student handbooks.
· Report any behavioral problems, unauthorized activities or other issues that need escalation to food service manager or teacher on duty.
· Wear personal protective equipment, uniforms, and sanitary equipment prescribed by supervisor

· Demonstrate Christian conduct in this role, including modest style of dress, character, and positive interpersonal actions.
· Maintain confidentiality and discretion on information regarding children, their families and other employees.

· Other duties as assigned.
SUPERVISORY RESPONSIBILITIES:  Two full-time Cafeteria Workers; volunteers

QUALIFICATIONS:

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 Experience
· Minimum:  High school diploma or GED
· Preferred:  Bachelor degree or Associate degree in culinary arts or restaurant management
· Five years’ experience working in a food service area; experience with elementary school children preferred.
· One year supervisory experience required.
Language Skills

· Must be able to understand spoken English.

Other Knowledge, Skills, Attitudes

· Must exercise safety consciousness in work activities.

· Must be able to move and carry inventory with minimal loss or spillage.

· Demonstrated history of maintaining confidentiality concerning school matters. 

· Must have excellent observation and information monitoring skills.
· Must have good rapport with children and good interpersonal relationship skills with all ages.
· Must have good communication skills.

· Must have ability to maintain focus on and professionalism with people in challenging situations.
· Must be able to resolve conflicts effectively.
· Good time management, including ability to manage several projects at the same time and meet precise deadlines.
· Must be able to multi-task and remain effective in an environment of competing priorities and deadlines.
· Must be supportive of the mission and tenets of the Roman Catholic Church.
· Must have a professional demeanor.
COMPETENCIES

Attention to Detail/Quality Orientation:  Accomplishing tasks by considering all areas involved, including minute details; showing concern accuracy and good quality output; accurately checking processes and tasks.  Monitoring activities.

Coaching: Giving specific feedback to others for both affirmation and improvement to help others reinforce and develop specific knowledge/skill areas needed to perform tasks, interact well with others, or solve a problem. 

Collaboration:  Working effectively and cooperatively with others, asking clarifying questions for the purpose of achieving common objectives.  Building and maintaining good working relationships with coworkers

Communication: Clearly conveying information and ideas through a variety of media to individuals or groups in a manner that engages the audience and helps them understand and retain the message. 

Continuous Improvement: Taking initiative to improve processes, programs, situations, etc. Using a methodological approach to design, develop, implement and evaluate solutions 

Customer Focus (Internal and External):  Effectively meeting customer needs and taking responsibility for customer satisfaction.

Inductive Reasoning/Problem Sensitivity:  Sensitive to observation and identification of issues presenting out-of-the-norm and that may be indicative of problems needing to be addressed.

Information Monitoring:  Setting up ongoing procedures to observe, collect and keep under review all information needed to manage ongoing situations. 

Innovation: Generating new ideas for programs, development, activities, or technology to help enhance learning and other goals.

Managing Diversity:  Valuing and maximizing the potential of the talents, skills, and ideas of people of diverse cultural heritage and cognitive capabilities.

Managing Work:  Effectively managing time and resources to ensure that work is completed to meet expectations.

Planning and Organizing: Establishing courses of action for oneself and others to ensure that work is completed efficiently and according to priorities. 

Positivity:  Approaching work and responsibilities with trust in ability to achieve successful outcomes while fully aware of reality.
Resilience:  Overcoming rejection and disappointment while maintaining steady course of action.
Work Standards:  Set expectation of high performance standards and hold oneself accountable for accurate and timely completion of tasks and projects.

PHYSICAL DEMANDS AND WORK ENVIRONMENT

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.

· Must be able to stand for long periods of time over heat vapors

· Must be able to work in an environment with kitchen and food odors

· Must have eye-hand coordination and the dexterity required to accurately place measured amounts of portions onto plates.

· Must be able to bend and reach with frequency.

· Must be able to tolerate reasonable use of cleaning agents.

· Must have required disposition and physical activity necessary to control behaviors of groups of children required

· Must be able to hear clearly

· Must have far visual acuity

· Must be able to push and lift objects weighing 25 pounds

DISCLAIMER

The above is intended to describe the general context of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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