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Harbor Country Day School

Food Service Coordinator

Location: Harbor Country Day School - St. James, Long Island, NY
Position Type: Part-time, approximately 20 hours per week, 10-months
Start Date: August 31, 2026 (flexible)

Compensation: $30/hr

About Harbor Country Day School

Harbor Country Day School is an independent, co-educational school for children in grades Preschool 2
through 8. It is located on a beautiful 10-acre campus along the North Shore of Long Island. Guided by
our mission to cherish childhood, cultivate wonder, and inspire confident learners and leaders, and
grounded in our motto, Sine Labore Nihil (Without Work, Nothing), our dedicated faculty and staff work
collaboratively to provide an exceptional educational experience. Together, we foster a culture of
curiosity, perseverance, and excellence.

Harbor Country Day School is an equal opportunity employer and does not discriminate against any
employee or applicant for employment because of race, creed, citizenship, color, religion, age, gender,
national origin, marital status, veteran's status, status as a qualified individual with a disability, or any
other characteristic protected by federal, state, or local law.

Position Overview

The Food Service Coordinator facilitates the daily execution of the student lunch program, kitchen
management, and event hospitality. The role works collaboratively with school leadership, faculty,
parents, and staff to support efficient operations and ensure a safe, clean, and positive experience for the
school community. The ideal candidate is highly organized and approachable, with a genuine desire to
connect with children from preschool through grade 8.

Key Responsibilities
Food Service & Kitchen Operations

Collaborate with a local deli to coordinate, place, and manage daily student food orders.
Oversee dining and kitchen operations, as well as food distribution for students.
Maintain a clean, organized, and sanitary dining room and kitchen environment.

Inventory and organize materials, supplies, and resources needed for lunch and events.
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Event Coordination & Hospitality

e Partner with parents, staff, faculty, and administration to ensure seamless food service and
hospitality for school events.

e Support logistical food and beverage planning and execution for major all-school events,
including but not limited to Back-to-School Night, Grandparents' Day, Concerts, fundraising
events, and Commencement.

e (Coordinate setup, breakdown, and cleanup efforts for event hospitality spaces to ensure venues
are left clean, organized, and ready for regular school use.

Community & Professional Standards

e Uphold School policies, professional standards, and community expectations.
Perform additional duties as assigned by the Head of School,

e Serve as a positive, welcoming role model for students, embodying the school’s core values of
character development and leadership in all daily interactions.

Skills and Qualifications

e Prior experience in food service coordination, kitchen management, hospitality, or administrative
support roles preferred.

e Excellent organizational skills, attention to detail, and the ability to manage multiple tasks.

e Strong interpersonal and verbal communication skills.

e An approachable, warm demeanor with a strong desire to connect with and support children
during their lunch and social time.

e Proficiency in technology platforms and digital systems used for communication, menu ordering,
recordkeeping, and attendance tracking.

e Commitment to the School’s mission, values, and educational philosophy.

Application Process

To apply, please forward the following application materials to careers@hcdsny.org:

e A thoughtful cover letter and introductory email message highlighting your professional
background and interest in the position.
e A comprehensive and up-to-date résumé.
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