POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Assistant Director of Food and Nutrition Services 
	 Department:
 Food and Nutrition Services (FNS)

	Immediate Supervisor’s Position Title:
Director of Food and Nutrition Services
	FLSA Status: 
Exempt

	Job Summary:
The Assistant Director of Food and Nutrition Services assists the Director of Food and Nutrition Services (FNS) in directing, supervising, managing and coordinating of FNS activities district-wide with the primary focus on the needs of the customers served and compliance with local, state and federal laws/regulations pertaining to student dietary needs and sanitation/safety codes along with the United States Department of Agriculture (USDA)/Minnesota Department of Education (MDE) requirements. 



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Supervises all food service personnel assigned to various schools directly or through coordination with Head Cooks or Catering Representative.

a) Oversees the recruiting, interviewing, hiring, coaching/corrective actions, dismissal, evaluation and new employee training of FNS Staff. 
b) Promotes department teamwork. 
c) Assists with monthly Head Cook meetings to discuss menus, share department updates, define operational procedures, review budgets, and discuss marketing programs.
d) Back Up to FNS Purchasing Coordinator to place food and supply orders. Assists FNS Business Coordinator with completing household deposits, processing applications for free and reduced meals, processing monthly claims, and providing point-of-sale/cashier support as needed.
e) Assists in the planning of required training. Attends required district meetings/in-services and professional association meetings on a state level, as appropriate and the budget allows.

· Assists in planning and making recommendations for budget and fiscal requirements and needs for the programming. 

a) Obtains relevant financial and nutritional information on food items used within the department to determine the feasibility of implementation. 
b) Assists in maintaining systems for financial accountability. Coordinates and participates in the preparation and submission of records and reports required by the district, state or federal agencies.
c) Assists in the formulation of documents/specifications of items to assure competitive vendor bids, quotes and analysis.
d) Coordinates the Farm to School Program through product selection, visits with farmers, competitive quotes, and requirements of the health inspectors.
e) Assists in financial accountability and reporting in FNS, and makes budget recommendations.
f) Assists with grant writing, implementation and reporting. 

· Assists the Director of FNS in coordinating and supervising all FNS operations within the District. 

a) Regularly inspects serving and preparation sites to monitor meal service and food presentation.  
b) Completes School Food Safety/HACCP reviews of all sites to ensure regulatory compliance. Establishes corrective action requests to the appropriate site personnel.
c) Assists site staff with operational efficiency and customer service. 
d) Researches, develops, and tests the use of new products and recipes to enhance operational efficiency and variety of products offered to customers. 
e) Uses taste testing, plate waste studies, and student input to assist with decision making.
f) Establishes ala carte food selections based on high quality foods that meet all nutritional and budgetary guidelines; evaluates and proposes pricing of ala carte items annually and as needed.
g) Responsible for the development and coordination of operational production menus, standardized recipes, special diets, associated nutritional analysis, maintenance of nutrition labels, inventory records, monthly newsletter, and compliance procedures according to MDE and USDA program regulations.
h) Coordinates marketing and special events promotion such as the Fresh Fruit and Vegetable Program (FFVP), CACFP Evening Meals, Summer Food Service, Farm to School, National Nutrition Month, National School Lunch and Breakfast Weeks to promote healthy choices and increase participation.
i) Continually evaluates established policies and procedures. Provides input and assists with annual updates to department manuals, job routines, job descriptions, forms and policies. 
j) Prepares for and presents annual trainings for all school nutrition programs.
k) Plan, create, publish and share new content on the FNS department website and social media to increase awareness and participation.

· Maintains and shares level of professional expertise.

a) Stays abreast of current rules/regulations for school nutrition; communicates changes to staff, customers and community. Oversees and acts as the resource for district and community nutrition issues, education, and programs.
b) Participates in the district’s Wellness Committee and works to implement and assess the district’s Wellness Policy.
c) Acts as the liaison and resource between the Food and Nutrition Services Department and the students, staff and community by attending meetings and working with nurses, instructional coaches, and teachers; in the areas of nutrition, operational procedures, special diets and program regulations. 

· Perform other duties as assigned or requested to contribute to the efficient operation of the Food and Nutrition Services Department and the Willmar Public Schools.

	


SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Bachelor of Science degree in Dietetics or Nutrition from an accredited college or university. 

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Completion of appropriate internship or equivalent.  School Nutrition Association (SNA) Certification at Level 4 or willingness to obtain.  Registered Dietitian status as appropriate. Skilled professional with 3-5+ years of supervisory experience. 

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	
X
	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
Ability to work in a team environment, provide strong leadership and share decision making.  Knowledge of school nutrition standards and quantity food service production.  Ability to taste and evaluate all foods.  Must have basic accounting knowledge.  Computer skills to complete projects, work with program specific computer software, and is willing to learn new software systems.   

	

	
2nd year graduate level     
	

	

	
Doctorate level
	



	
Required Work Experience in Addition to Formal Education/Training:


	[bookmark: _GoBack]

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Registered Dietitian Nutritionist (RDN) License if an RDN, School Nutrition Association Certification at Level 4 or willingness to obtain; Department of Health Food Manager Certification. ServSafe Certification.



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
Must demonstrate good verbal and written communication skills. Must demonstrate commitment to promote and enhance diversity within the work environment. Must have the ability to organize and coordinate projects.  Basic computer skills. Ability to relate to students, teachers, parents, central office staff and other customers.




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	Head, Assistant Head, and Second Cooks
	
11

	
TOTAL
	
11



	
INDIRECT SUPERVISION:

	
 Number of employees indirectly supervised: FNS Staff, FNS Administrative Assistant and Coordinators
	
Total:          47

	
HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties: This is a position performing job duties and assignments in a typical district office environment where there are a minimum of environmental hazards and risks associated with performing the job.  At times there is a need to enter a kitchen setting in which there is potential for:  slippery floors, grease, injury from equipment, exposure to chemicals and fumes, exposure to high and low temperatures, noise from equipment and students.



	\
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	
x
	

	


	
Walk
	

	
x
	

	


	
Sit
	

	

	

	
x

	
Use hands dexterously (use fingers to handle, feel)
	

	

	

	
x

	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	

	
	
x
	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	
	
x
	


	
up to 25 pounds
	

	
x
	

	


	
up to 50 pounds
	
	x
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	


	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:
Light Work: Requires raising objects from a lower to higher position or moving and balancing objects horizontally from position-to-position. Position requires the occasional use of the upper extremities and back muscles.  Complete range of motion is required.  


SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL
	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.
__________________________________________________		____________________
Department Head’s Signature								                              		Date

Classification History:
  

  Date Board Adopted:__________________


This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
