POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title: 
Food and Nutrition Services (FNS) Production Coordinator
	 Department:
 Food and Nutrition Services (FNS)

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

	Job Summary:
Works with prime vendor’s order entry system to create order guides, pre-book products monthly, and place food, supply and small equipment orders (with FNS Secretary) which are reviewed against planned Breakfast, Lunch, After School Snack and Fresh Fruit and Vegetable menus to ensure accurate food production and service for the districts within the Shared Services Agreement as assigned by the Director of Food and Nutrition Services.  Processes invoices. Orders USDA Foods for sites based on inventory in stock with prime vendor. Prices out special function events for district events and customers. Costs out possible new food and supply menu items and costs out transfers between sites for the Journal Entry.  Uses site level monthly inventory to assure products are rotated and used in a timely manner. Completes direct to manufacturer rebates with FNS Secretary, track manufacturer rewards points, and monitor receipt. Completes School Food Safety/HACCP Reviews for the Willmar/CCS sites annually which includes components to assess compliance to state and federal regulations. Sits in on Willmar’s Monthly Menu Planning meetings and offers suggestions/changes as needed. Picks up special diet supplies locally as needed. Completes projects and other tasks as needed, requested or assigned.  




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Places necessary food, supply and small equipment orders with approved vendors by Wednesday of each week for items on the Breakfast, Lunch, After School Snacks, Fresh Fruit and Vegetable Program, and Students on Special Diet menus. 

· Orders USDA Foods for sites based on inventory in stock with the prime vendor.

· Uses site level monthly inventory to assure products are rotated and used in a timely manner. 

· Completes the annual Willmar/Community Christian School (CCS) Food Safety/HACCP Reviews to monitor safety and sanitation procedures, and use/maintenance of food service equipment. Ensures proper procedures are maintained for federal, state and local safety and sanitation regulations in the storage, preparation and service of food.

· Completes accounts payable functions for the Food and Nutrition Services department including invoice processing, rebate and credit tracking, rewards point tracking, reviewing statements on all food, supply, paper and small equipment purchases, and prices out special function events for district events and customers. Costs out possible new food and supply menu items. Assists with the completion of the Journal Entry by the 10th of each month.

· Sits in on monthly menu planning for Willmar schools and offers suggestions and menu change ideas. 

· Attends Business Office meetings, as set up. Attends all mandatory department and WEAC in-services and meetings as requested and/or appropriate. Attends other training sessions, as needed or as scheduled.

· Works to meet goals of the Food and Nutrition Services department and district with a spirit of cooperation.
· Performs other related duties as assigned or requested to contribute to the efficient operation of the Food and Nutrition Services Department and the Willmar Public Schools.




[bookmark: _GoBack]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.)
High School Diploma or GED. Two-year post-secondary degree in food service or major related to the position preferred.  Three to five years with school food service experience preferred. 

	

	
less than high school diploma
	

	
x
	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Dietary Manager, Dietetic Technician, or Accounts Payable or Receivable.

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
Understands the relationship and theory of food science and production. Ability to taste and evaluate all foods.  Must have basic accounting and computer program knowledge.  Must have good customer service, communication and independent decision-making skills.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	



	
Required Work Experience in Addition to Formal Education/Training:


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Completion of School Nutrition Association Certification at Level 2 or willingness to obtain. Minnesota Department of Health Food Manager Certification or willingness to obtain.  



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	Skilled in:
Must be able to organize job routine to prioritize and complete tasks by deadlines or in a timely manner.  Ability to relate to students, teachers, Food and Nutrition Service staff, central office staff, district staff and other customers.

Computer skills to complete projects, work with program specific computer software, and is willing to learn new software systems and implement new software skills where applicable. 

Understands and supports the philosophy and requirements of the Nutrition Programs, Minnesota Department of Education and the United States Department of Agriculture. 

Ability to respond positively to different situations and circumstances as they arise.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 
0

	
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 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:   Position requires the minimal use of the upper extremities and back muscles.  Position requires effective verbal communication.  Must be able to see and hear.  Must be able to step on/off a stool or ladder.  



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:

Description created June 2010

Band/Grade:  C-4-3  (updated January (2015)


  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.


