POSITION DESCRIPTION

WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Head Cook
	 Department:
 Food and Nutrition Services (FNS)

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

	Job Summary:

Coordinates and directs the activities of building Food and Nutrition Services staff in the daily operation of the School Nutrition Programs.  Responsible for the preparation of the main entrée and other menu items for the customer service line, satellites and special events, as needed.  Responsible for maintaining high standards of food quality through the use of standardized recipes, accurate portion controls, preparation of sufficient quantities to meet service needs and timing preparation to meet serving schedule.  Maintains food service facilities, equipment and personnel in compliance to federal, state, local and departmental requirements that ensure the health, safety and nutritional needs of the customers served.  Completes food and supply requisitions plus checks in food and supply deliveries.  Maintains Daily Food Production, HACCP Monitoring Requirements, Meal Counts and other pertinent records.  Communicates promptly and works harmoniously with Director of Food and Nutrition Services, FNS Staff, Students, Principal(s), District Staff, Parents and the Community.   



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Coordinates, oversees and participates in daily completion of building FNS activities.  Monitors daily performance of assigned kitchen staff.  Makes recommendations regarding performance.  Completes performance evaluations. Instructs and trains FNS personnel and substitutes in food service tasks such as safe operating procedures of all equipment, sanitation practices, food preparation, use of chemicals and other pertinent information 

· Plans and prepares main entrees, Snack Bar cookies and other food items according to planned menu, following standardized recipes and established procedures.  May be responsible for monitoring and assembling special diets for students, satellite meals to outlying sites and handling special events.

      Coordinates with FNS Staff or trays up food and beverages for the After School Snack 

      Program.  Coordinates, prepares (or supervises preparation) and serves for the School Breakfast 

      Program. Handles, prepares and serves food items that are palatable and appetizing in appearance, 

      sufficient in quantity, at proper serving temperatures and meets time deadlines for each customer 

      service-line. 

· Maintains high visibility during meal service in order to respond to customer needs and concerns.  Greets and serves customers in a prompt and courteous manner.

· Coordinates, directs, oversees and participates in the cleaning and maintenance of the facilities and equipment to ensure sanitation and safety standards are met.  Washes hands frequently according to sanitary guidelines.  Sets beginning and end of the school year cleaning and assigns tasks as needed.

· Requisitions, receives, inventories and stores food and supplies according to established procedures.

· Maintains and oversees accurate and timely completion of records according to program requirements and department procedures (i.e. daily food production records, meal counts, HACCP, temperature documentation, physical inventories, timesheets, personnel forms and other pertinent records).  Monitors the temperatures of hot and cold equipment. 

· Serves as a resource person to building staff and students for FNS program education.  
· Participates in menu planning, department, district and educational meetings as requested or as needed.

· Works to meet goals of the department and district with a spirit of cooperation.

· Performs other related duties within the scope of the Head Cook,  Assistant Head Cook, Second Cook,  Food Service Assistant, Pots and  Pans/Dishwasher, Lunchroom Supervisor and Cashier positions as assigned or requested to contribute to the efficient operation of the Food and Nutrition Services Department and 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 graduate or equivalent.

	
	less than high school diploma
	

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


	
	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:

· Mathematical skills required to complete production tasks.  

· Must be able to follow and give oral and written directions.

· Complete understanding of departmental requirements and ability to interpret their intent accurately to staff members.  Complete understanding of  and support for the philosophy and requirements of the school meal programs

· Ability to communicate in a timely manner.

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


	
	2nd year graduate level     
	

	
	Doctorate level
	


	Required Work Experience in Addition to Formal Education/Training:

Minimum 3 years work experience in the food production industry required, prior supervisory experience preferred.  

	

	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

School Nutrition Association (SNA) Certification at Level 2. National Restaurant Association (NRA) ServSafe Certified.  Minnesota Department of Health Food Manager Certification.  


	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:

Must have knowledge of quantity food production (recipe preparation and portion control), equipment, and safety and sanitation standards. Ability to taste and evaluate all foods


	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	
	Cooks and Food Service Workers assigned to building 


	

	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:
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: 
Position requires repeated bending, stooping, lifting and constant repetitive use of fingers, hands and wrists in moving pans horizontally (sizes up to 18” x 26”).  Pans and food containers will weigh up to 50 pounds (includes food items) and may have to be lifted in a range over shoulder height to below the knee level.  Requires raising objects from a lower to higher position or moving and balancing objects horizontally from position-to-position.  Position requires moderate use of the upper extremities and back muscles.  Requires moderate effort on a consistent basis as in lifting, pulling or pushing unwieldy loads (heavy, bulky, awkward, more than 40 pounds). Complete range of motion is required.  Position requires effective verbal communication.  Must be able to see and hear.  Must be able to climb a step stool or ladder. Must accomplish tasks according to a schedule while dealing with constant interruptions.  



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 2011
  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 individual
