JOB DESCRIPTION

TITLE:	Rectory Cook

REPORTS TO:	Pastor

OBJECTIVE:	To prepare nutritious and healthy meals for the parish priests
and guests while maintaining efficient and clean food- preparation, storage and serving areas in a cost sensitive environment.

A: RESPONSIBILITIES:

Responsible for the daily operation of the kitchen, pantry and dining areas.

Consults with the Pastor for meal schedule. Plans a variety of menus, prepares meals and sets table Monday through Friday so that foods are ready for parish priests and guests at specified times.

Consults with Pastor regarding weekend dinner needs and provides sufficient food and items for weekend needs including but not limited to bread, milk, eggs, lunch meats, juices, fresh fruits, etc.

With advanced notice, is available to prepare or supervise meals for special occasions as requested.

Properly stores leftover foods and plans for their use.

Maintains neatness in the kitchen, dining room and pantry areas; cleans up kitchen after dinner including washing dishes, cooking utensils, and equipment. Wipes off counters. Wipes and sprays outside of refrigerators and freezer as needed. Cleans stoves, ranges and grills after use. Empties trash can after cleanup.
Cleans kitchen cabinets and drawers semi-annually.

Stocks and keeps pantry, freezer and all refrigerators adequately supplied and in good order. Ensures adequate supplies of towels and napkins and beverages such as a variety of sodas.

Purchases needed quantities of food and household supplies in such manner as to balance cost savings and food quality.

Submits receipts daily to bookkeeper for purchases made that day. Provides an accounting for all funds which have been set aside for food and household purchases.
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B: TO ACHIEVE PARISH MISSION

In collaboration with the Pastor and all of the members of the parish staff, helps create an environment that will enhance the community's experience of the presence of God and bring about the spreading of the Gospel message. Is guided by the Gospel, the Parish Mission Statement, and the Spirituality of St. Francis de Sales.

Provides for one’s own continued growth and understanding of the Spirituality of St. Francis de Sales and St. Jane de Chantal.

Performs other tasks that further the objectives and purpose of the position and Our Lady of Good Counsel in its mission to enhance the spirituality and greater good of all.
Conducts all business with utmost discretion and confidentiality.


C:QUALIFICATIONS:

Aptitude for cooking and creativity with food.

Capable of preparing foods for special dietary regimens. Formal training in the food service field is desirable.
Experienced in providing daily meals served in a family style manner for 4-6 persons. Is able to lift at least 35 lbs.
