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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Child Nutrition Program Coordinator
REPORTS TO:  Chief School Financial Officer
SUPERVISES:  Contract work of nutrition management company
QUALIFICATIONS:

1. Bachelor’s degree in Food Systems Administration, Nutrition, Dietetics or Hotel Restaurant Management from an accredited four-year college or university preferred
2. In the event an acceptable candidate meeting the educational requirements is not available, the Board may employ a director with a bachelor’s degree in another field on the condition that the educational requirements for a Child Nutrition Program Director are met within three (3) years from date of employment.

3. Registered Dietitian preferred
4. Must be eligible to obtain State Department of Education Certifications in Child Nutrition and ServSafe Certified
5. Minimum experience of one year in food service and supervision experience in school nutrition preferred
6. Demonstrated aptitude for successful performance of the tasks listed
7. Such alternatives to the above as the Board may find acceptable
KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of laws, regulations, and policies related to child nutrition program
2. Knowledge of  budgetary process
3. Excellent leadership skills 

4. Excellent verbal and written communication skills

5. Strong interpersonal skills
6. Excellent computer skills, preferably proficient in Microsoft Excel and Word
JOB GOAL:

To assist in providing a school food service program safely and efficiently to meet nutritional needs of students and staff while complying with local, state, and federal regulations.
PERFORMANCE RESPONSIBILITIES:

1. Serve as liaison between the school system and the system’s child nutrition management company.

2. Prepare and administer the child nutrition program budget.

3. Standardize cafeteria accounting procedures in cooperation with the Chief School Financial Officer.

4. Supervise purchases and inventory for all foods, supplies, and equipment.

5. Provide assistance in planning all menus for school lunches.

6. Carry out State and Federal CNP guidelines. 

7. Prepare or oversee the preparation of all required reports and government applications and maintain all appropriate records. 

8. Inspect school lunch facilities and operations to ensure that standards of diet, cleanliness, health, and safety are being maintained.

9. Review and evaluate all requests and recommendations for purchase of new and replacement equipment.

10. Oversee the verification process for free/reduced lunch eligibility. 

11. Review or assist in preparation of specifications and bid conditions for all items requiring such bids by law or board policy. 

12. Serve on system, state, or community councils or committees as assigned or appropriate. 

13. Attend training sessions, conferences and workshops as assigned or appropriate to keep abreast of current practices, programs and legal issues. 
PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Contract employment with a pay rate set at the Board’s discretion. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Evaluation of job performance will be conducted in accordance with the current requirements set forth by the Alabama State Department of Education and the policy of the Alexander City Schools.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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