POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

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


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

	Job Summary:
Function as Substitute Coordinator. Completes Food Service Applications and Monthly Claims for Reimbursement. Processes Food Service Receipts. Oversee the FNS Point of Sale Software and Cashiers. Completes Monthly Meal Comparisons.  Completes FNS specific projects as needed.    



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Function as Substitute Coordinator by picking up calls from the Substitute Call In Line daily, filling open positions, contacting the Head Cooks as to who the Sub(s) will be for the day, and complete the Substitute Replacement Form daily. 

· Oversee all Cashier duties including scanning, cash handling and end of day procedures. Coordinate cashier meetings. Correct any account problems identified by Cashiers. Prepare and update Cashier Manuals for Training and Site Procedures.   Provide appropriate reports and forms for Cashiers at 
      each site and manage cash for each site.   Balance the Transaction Summary to the Daily Cashier        
      Reconciliation statement and investigate any discrepancies. 

· Make routine site visits to oversee and verify Cashier compliance to policies and regulation. Monitor    
      meal service to ensure that student meals meet  the USDA/MDE requirements and are being charged 
      correctly. Observe cash handling procedures and correct any discrepancies.    

· Conduct Cashier Audits and complete daily integrity checks. Audit reports from each site and take appropriate action. Review cash sales for each site, ensuring all cash transactions were processed properly. Check that cash matches the POS statement, or investigate and fix any discrepancies. 

· Review Food Service – Multi meals for all sites to see if a student had a guest eat with them or if a mistake was made, take appropriate action. Monitor Class Serve K-8 Breakfast Meal entries.  Follow up on any questionable student meals that may not have been rung up correctly.  Verify that the Item Summary for all sites is charging breakfast meals at full price, if there are duplicate transactions or if a student is no longer in the district. Take appropriate actions. Complete an Edit Check for all sites to determine if there were more attendance than Free, Reduced and Paid status students.  Investigate and justify if necessary.

· Process Daily Cashier Reconciliation forms from each POS and make any corrections necessary. Reconcile and input daily deposits from each school, Cash Wise, and WEAC. Follow up on any discrepancies. 

· Organize and coordinate the Free and Reduced (F/R) application verification process. Process applications in a timely manner.  Notify households selected for verification, collect all information needed for the process, send second notices as needed asking for information, send out third notices as appropriate and change F/R status to appropriate eligibility. Report to MDE, as required according to deadlines. Verify that the student’s eligibility is accurate and processed.

· Generate lunch Personal Identification Numbers (PIN) numbers and inform student, secretaries, and cashiers of the number. Verify that the PIN rings in at correct amounts. Update and send secretaries/cashiers new PIN lists as needed. Coordinate and update auto withdrawal form with open houses and mailings. 

· Bring daily deposits to the bank. Pick up change as needed for the sites. Communicate between bank and sites, regarding discrepancies. Tally daily receipts for meals and balance with bank statement. Organize and maintain accurate information for monthly and semi-monthly pulls from checking and savings accounts. Apply amounts to student accounts according to parent’s wishes. Follow up on any NSF when notified from the bank.

· Compile data and collect from households that have low or negative unpaid meal balances by sending out letters and making phone calls. Communicate with principals, social workers and dean of students in an effort to try and collect funds due or get a F/R application to the student or household. Handle parent complaints and questions regarding meal balances and accounting issues. Communicate with the appropriate staff person as needed.

· Compile and prepare the Food and Nutrition Services Claim for Reimbursement, Food and Nutrition Services Monthly Meal Comparison, provide monthly Journal Entry information to the FNS Secretary, and complete the After School Snack Program reports. Verify that the claims, projected revenue and all report data are correct and contain the same information and that all information is submitted correctly. Contact MDE if needed.  Investigate and correct any discrepancies.  Follow up on any missing information with appropriate person.

· Assist the FNS Secretary with updating and assembling Food and Nutrition Services mailings (especially the Back to School mailing), working together with the Director of Food and Nutrition Services. 

· Coordinate the Food and Nutrition Services Open Houses/Registration schedule and work with the FNS Secretary to decide who attends at each of the sites to collect Free and Reduced applications and Auto Withdrawal forms. Collect any money parents/ guardians wish to put into their child’s meal account. Answer any questions for families and staff.

· Work with Infinite Campus Food Service to develop and implement better and more accurate procedures for POS meal accountability. Sit on their FNS Advisory Committee along with the Director of FNS.

· Write tickets for Infinite Campus issues, call and follow up on the tickets in a timely manner. Work closely with Infinite Campus staff to coordinate any necessary solutions

· Implement new Infinite Campus procedures, and continually look for ways to improve FNS systems operation.

· Attend Business Office meetings. Attend all mandatory department and WEAC in-services and meetings as requested and/or appropriate. Attend 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 FNS 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.)
High School diploma or GED required. Two year accounting degree preferred. 

	

	
less than high school diploma
	

	
x
	
High school diploma or GED.
	
Major field of study or degree emphasis:   
Accounting

	

	
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:
Basic accounting, bookkeeping and computer program knowledge.  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:  





	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	Skilled in:
Mathematical skills to complete accounting functions.  Computer skills to complete projects and work with program specific computer software (Point of Sale, Excel, Word, and others as needed or assigned). Willingness to learn new software systems.

Ability  to organize job routine to prioritize and complete applications, claims, point of sale maintenance, projects and other tasks in a timely manner and by deadline. Ability to relate to FNS staff, central office staff, district staff and parents, other customers.  Good written and verbal communications skills.

Understands and supports the philosophy and requirements of the Child Nutrition Programs.

Responds 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: 
Flexibility necessary.  Position requires occasional bending, stooping and lifting.  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.
