
Job Description – Food Service Assistant Supervisor
Qualifications:  
High School diploma required.  Possess a food handler’s card, able to lift 50 lbs. or more, in good health and physical condition, has a minimum of two years cooking experience, work well with people, good organization skills.  Must successfully pass a background check.

Reports to:
Food Service Supervisor

Job Goals:
To serve students and staff attractive and nutritious meals in an atmosphere of efficiency, cleanliness and friendliness.

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Food Service Supervisor informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Select appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Food Service Supervisor

II.   Job Specific Responsibilities

7. Handles customer concerns, complaints, and requests in order to assure customer satisfaction

· Manner is pleasant and courteous

· Explanations are supportive of policies

· Supervisor is consulted as needed and informed regarding possible problems

8. Gives direct supervision to and food production and cleaning tasks

· Work assignment information is communicated clearly

· Instruction, as needed, is given clearly and thoroughly

· Task performance is evaluated, with correction provided as needed, in accordance with prescribed recipes/procedures

· Inspection of product and work areas is continuous

· Employee problems are handled promptly

9. Sets up serving line and dining room condiments/beverages in accordance with menu and supervisor instructions

· Necessary food items and utensils are ready for service

· Sanitation procedures are properly followed

10. Checks and monitors the operation of the serving line(s) and dining room to assure proper portioning, line speed, and sanitary practices

· Work assignments are adjusted to maximize efficiency

· Service personnel are helped as needed to maintain line speed

· Beverages and condiments are checked to assure adequate supply

· Service personnel are informed of proper portions

· Proper sanitation practices are followed

· Inventories are maintained

· Manages Student account system

· Daily cash register balance

11. Checks serving line and dining room after each meal to be sure standards of cleanliness are met and that facilities are ready for next meal

· Condiment and beverage containers are clean and re-supplied

· Tables and chairs are clean

· Cleaning agents are used and stored according to instruction

· Necessary utensils/equipment are ready for next meal

· Sanitary procedures are followed

12. Prepares requests for special dinners and catering orders

· Procedures are safe and sanitary

· Care is given regarding product appearance/freshness/other quality considerations

· Preparation is according to recipe and/or instruction

· Catering requests are assembled and packaged properly

13. Participates in testing products in order to evaluate new and existing recipes and new products for nutritional value

· Consults with and reports results to supervisor regarding quality, yield, procedural problems, labor time, and nutrition

· Comments and changes are noted on recipe

14. Provides information on a continuing basis to supervisor

· Information is reported well in advance of need for supplies

· Information is accurate and thorough

· Leftovers are counted and recorded/reported as instructed
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