JOB DESCRIPTION

SAFE CENTER FOOD SERVICES MANAGER

MAJOR OBJECTIVE:

The SAFE Center Food Services Manager is responsible to Executive Director of the Older Alaskans Program for oversight and direction of the kitchen and food services at the SAFE Center, including meals on wheels, McKinnell House, Cares for Kids, and other residential programs in the city, in a manner that effectively utilizes resources and meets all contract requirements as well as the needs of participating clients.

SUPERVISOR:
Executive Director, Older Alaskans Program

POSITIONS SUPERVISED:
1. Lead Cook.

2. All Other Food Services Staff.

MAJOR RESPONSIBILITIES:

1. Responsible for the set-up and operation of the SAFE Center Food Services Program.

2. Develops systems and provides for dietary services according to accepted standards of care.

3. Performs administrative responsibilities for the facility.

DUTIES AND RESPONSIBILITIES:

1. Coordinates dietetic services with all programs receiving food services from the SAFE Center kitchen.

2. Cooperates with other department staff and outside resources to provide a well-coordinated program designed to meet all clients’ nutritional needs.

3. Ensures that all policies and procedures relating to dietary services are implemented.

4. Interprets and enforces facility rules and policies.

5. Participates in the development of long-range plans and applicable budgets.

6. Serves on the SAFE Center safety committee.

7. Develops an understanding of the functions of each participating program and coordinates with the relevant program directors.

8. Directs the food services staff to respond to the needs of the various participating programs, including age-specific needs.

9. Establishes and keeps current food services departmental policies and procedures, as well as other reference materials to be used by food services staff in providing optimal nutrition services.

10. Ensures that in-service training for food services staff will be given on a quarterly basis or more frequently if needed.

11. Develops/updates job descriptions and job duties for each level of food services personnel.

12. Advises the OAP Executive Director, the Cares for Kids Program Director, the Homeless Services Director, and the heads of any other programs who obtain food services from the central kitchen of the number and qualifications of dietary personnel required to meet the needs of each program.

13. Develops work assignments with the Lead Cook for all food service department personnel.

14. Retains responsibility for discipline of food service employees; conducts personnel reviews in a timely manner; and issues warnings and suspension notices when facility policies are not followed.

15. Attends and contributes to various committees as assigned.

16. Maintains current awareness of new legislation and regulations influencing the practice or standards of dietary services.

17. Ensures food services personnel are properly trained in job duties, including sanitation and safety.

18. Oversees scheduling and back-up coverage for food services personnel.

19. Ensures production for meals on wheels, Cares for Kids, and the cafeteria line are properly coordinated.

20. Develops menus as necessary, building in the flexibility to make maximum use of donated food and food from the Food Bank of Alaska.

21. Responsible for maintaining sanitation and proper temperature as well as correct food handling techniques. 

22. Develops orders for food and related items and shops as necessary, maintaining all purchases within budgetary constraints.

23. Uses the Food Bank regularly as a low-cost food source.

24. Becomes trained in the USDA processes for the Older Alaskans Program and the children’s nutrition programs, providing menus in accordance with nutritional requirements of the USDA and documenting number of clients served daily, filing monthly and/or quarterly reports in a timely fashion.

25. Performs other duties as necessary for the successful operation of the program.

PHYSICAL DEMANDS:

1.
Talking:
The ability to express or exchange ideas by means of the spoken word.


Remarks:  The Food Services Manager must respond to requests from staff, other agencies, and clients.  He/She must be able to pass on information via the telephone and to communicate orally in English.

2.
Hearing:
The ability to perceive the nature of sounds.


Remarks:  The Food Services Manager receives verbal information via the telephone and in person.  Corrected hearing is required for this position

3.
Seeing:
   x
 Acuity (far/near clarity)



   x
 Depth Perception (3-dimensional)



   x
 Accommodation (adjustment/sharp focus)



   x
 Night Vision (ability to see in low light)



   x
 Field of Vision




 Color


Remarks:  The Food Services Manager must have corrected vision to be able to perform his/her job duties in a safe manner.
4.
Other:
   x
 Sitting 



   x     Bending



   x
 Walking



   x     Pushing



   x     Pulling



   x
 Standing




 Jumping


Remarks:  The Food Services Manager sits less than 50% of the work day: when answering the telephone; preparing funding proposals, job descriptions, correspondence, and policies and procedures; reviewing fiscal operations; and managing personnel matters.  The ability to stand, bend, and lift is needed to prepare food, lift food containers, and stock shelves .

5.
Environmental Conditions:



   x
 Inside




 Outside




 Both


Remarks:  Approximately 90% of the work is performed indoors.

6.
Physical Surroundings:




 Exposure to Weather




 Extreme Cold




 Extreme Heat



   x
 Wet and/or Humid (liquids)



   x
 Noise (constant/intermittent)




 Vibration (shaking object)




 Atmospheric Conditions


Water and humidity are a constant in the kitchen due to dish washing and food preparation.  Floors may be slippery.  Surfaces will be hot at times.  Noise of mixers and other kinds of equipment is intermittent.  Sharp implements will be used.
7.
Machine, Tools, and Equipment used on the Job:



Stove



Dishwasher



Convention oven

Convection oven



Steamers



Microwave



Toaster



Steam tables





Freezers



Refrigerators



Mixers



Blenders



Coffee maker


Knives



Other kitchen tools

Facsimile Machine (FAX)



Calculator


Telephone



Computer



Video Cassette Recorder



Television


Photocopier


Remarks:  None

8.
Vehicles/Moving Equipment Operated as Part of Job:



Van




Truck



Rolling carts


Wheeled Cambros


Remarks:  None
9.
Protective Clothing/Equipment Required for the Job:



Hair net or hat


Apron



Thermal mitts

10.
Climbing and Balancing:  The act of climbing involves the ascending and descending of ladders, stairs and scaffolding using the feet and legs and/or the hands and arms.  Balancing is the act or maintaining body equilibrium to prevent falling.


Remarks:  Use of a step ladder may be necessary to remove cases of food from upper shelving.
11.
Stooping, Kneeling, Crouching and Crawling:


Remarks:  Stooping and bending may be necessary to remove cases of food from lower shelving.  Pushing, pulling, and essentially using a full range of body movements are required for moving cases of food.
12.
Reaching, Handling, Fingering, and Feeling:  Reaching is the act of extending the arm(s) and hand(s) to grasp, hold or turn objects.  Fingering is 
the act of working or using just the fingers to perform a task.  Feeling is the ability to discern or sense the attributes of a particular object usually with the fingertips.


Remarks:  The Food Services Manager spends over 90% of his/her time using his/her hands; preparing food; writing reports, proposals, job descriptions, correspondence; and using the telephone.
13.
Strength Factor:
Medium duty work


Remarks:  The job duties of the Food Services Manager may require lifting of items weighing up to sixty pounds and involves considerable standing.
QUALIFICATIONS:

1. High school diploma or equivalent required.

2. Food service management education required.

3. Certified Dietary Manager required, or must be obtained within 3 years of hire.
4. Minimum of three years’ food services supervisory and management experience required.
5. Knowledge of community food resources preferred.

6. Experience in budget preparation required.

7. Experience in USDA grant management preferred.

5.
Demonstrated appropriate decision making skills without direct supervision at all times.

6. Demonstrated accomplishment of program goals.

7. Demonstrated ability to manage time effectively.

8. Knowledge of computers, data entry, word processing, and spreadsheet required.

9. Ability to work harmoniously with and supervise professional and support personnel.

10. Ability to seek out new methods and principles and be willing to incorporate them into existing practices.

11. Knowledge of laws, regulations, and guidelines governing personnel administration and food services.

12. Ability to plan, organize, develop, implement, and interpret the programs, goals, objectives, policies, and procedures that are necessary to maintain a sound organization.

13. Ability to pass a criminal history background check and safe driving record check.

14. Willing to work more than 40 hours per week on occasion if needed.

15. Must possess a valid Alaska driver’s license or be able to obtain one within one month of hire and have access to an automobile for use on the job.

I understand that The Salvation Army is a branch of the Christian church.  I agree to respect the beliefs and philosophies of The Salvation Army and not conduct myself in a way that would bring dishonor to the organization.


I have read the above job description and understand it.


______________________________
______________________________



Signature




Date


______________________________
______________________________


Witness




Date


rvsd 6/26/2007
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