TITLE Administrative Assistant — School Nutrition

QUALIFICATIONS 1. Minimum of a high school diploma or general equivalency diploma is
required,;

2. Preferred - At least three (3) years of school food service experience or
related experience;

3. Knowledge of computers, Microsoft Word, Excel, PowerPoint, etc; and

4. Meets health and physical requirements.

JOB GOAL To assist the Director — School Nutrition with the daily and general operations of the
school service program.

ESSENTIAL FUNCTIONS

1. Provides technical assistance to supervisor, school managers and staff to implement program goals and

objectives;

Coordinates individual school reports to assist in compilation for reimbursement;

Knows, understands and assists in implementing the requirements of the Child Nutrition Program;

Assists managers to ensure that all meals served meet USDA standards;

Compiles and processes data for the free and reduced meal applications and maintains accurate records;

Communicates with the supervisor on a continual basis the findings, problems and successes observed in

individual schools and documents findings;

7. Participates in planning and billing of catering activities;

8. Responsible for reviewing employee time sheets and documenting time off for employees;

9. Assists in developing and implementing professional growth and certification activities for staff;

10. Assists in new employee orientation;

11. Assists in the management of accurate personnel data;

12. Provides direct assistance to the cafeteria managers;

13. Assists in on-the-job-training (as necessary) in work scheduling, equipment use and care, food
production, nutrition, sanitation, storage, recordkeeping, nutrition education, procurement, and human
relations;

14. Assists in monitoring working conditions in all facilities and recommends methods for increasing
efficiency;

15. Assists in planning and conducting staff meetings and workshops for food service personnel;

16. Assists in procuring foods and supplies following established procedures;

17. Works with managers to evaluate price and quality of food and supplies;

18. Assists with inventory;

19. Assists in determining specifications for purchase of equipment;

20. Assists in determining maintenance and repair of equipment;

21. Assists in the adherence of safety standards and the implementation of safety training programs;

22. Assists in emergency and accident reporting and prevention;

23. Computes serving per purchased unit as needed:;

24. Communicates effectively with parents, school/program staff, vendors, and the general public;

25. Utilizes proficiently Microsoft Word, Excel, PowerPoint, etc.;

26. Understands and utilizes the SNP’s point-of-sale, order and inventory software;

27. Understands and uses appropriate, accepted accounting procedures and practices; and

28. Performs other related duties as deemed necessary by the Supervisor of School Nutrition and/or Director
of Schools
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PHYSICAL DEMANDS

This job may require lifting of objects that exceed twenty-five (25) pounds, with frequent lifting and/or carrying
of objects weighing up to ten (10) pounds. Other physical demands that may be required are as follows:

Pushing and/or pulling
Climbing

Stooping and/or kneeling
Reaching

Talking

Hearing

Seeing
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VOCATIONAL PREPARATION

The required vocational preparation may come from any of the following:

1. Vocational education
2. Apprentice training
3. On-the-job training
4. Essential experience

TEMPERAMENT (Personal Traits)

1. Adaptability to performing a variety of duties, often changing from one task to another of a different
nature without loss of efficiency or composure.

2. Adaptability to accepting responsibility for the direction, control, or planning of an activity.
3. Adaptability to dealing with people.

4. Adaptability to making generalizations, evaluations, or decisions based on sensory or judgmental criteria.

CAPACITY AND ABILITY REQUIREMENTS

Specific capacities and abilities may be required of an individual in order to adequately learn or perform a task or
job duty.

1. Intelligence: The ability to understand instructions and underlying principles. Ability to reason and make
judgments.

Verbal: Ability to understand meanings of words and the ideas associated with them.

Numerical: Ability to perform arithmetic operations quickly and accurately.
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Manual Dexterity: Ability to move hands easily and manipulate small objects with the fingers.

5. Color Discrimination: The ability to perceive or recognize similarities or differences in colors or shades
or other values of the same color.

SPECIFIC JOB REQUIREMENTS

1. Good interpersonal skills.
2. Excellent organizational skills.
3. Proficient in verbal and written communication.
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Proficient typing and proofreading skills.
Respect for confidentiality of information.
Ability to use time wisely.

Represents organization in a positive manner.
Proficient computer skills.

Enthusiasm.
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WORK CONDITIONS
Normal working conditions in normal office setting.

Anticipated to work 220 days (this includes at 178 student instructional days and 32 additional days as designated
by the Director — School Nutrition. A typical work day is eight hours. Occasionally requires atypical work hours

NON-EXEMPT from the requirements of the Fair Labor Standards Act in regard to earning (and being
appropriately paid) time and a half for all work over forty hours in the defined work week (defined as Sunday
12:00 a.m. to the following Saturday at 11:59 p.m.).

GENERAL REQUIREMENTS

The above statements are intended to describe the general nature and level of work being performed by people
assigned to this position. They are not intended to be a complete list of responsibilities, duties and skills required
of personnel so assigned.
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