
POSITION TITLE: KITCHEN MANAGER

The Kitchen Manager is responsible for directing the
day-to-day operation of the kitchen to ensure district
standards are met and maintained and the kitchen is
compliant with all safety and health regulations.

FUNCTIONS OF THE JOB
Essential Functions

Production
1. Monitor food and food preparation to maintain quality
standards for preparation, presentation, and sanitation.
2. Promote customer service by investigating and
resolving food quality and service complaints.
3. Coordinate the preparation and daily transportation
of meals going to all satellite buildings, where
applicable.

Supervisory
4. Conduct daily safety and production meetings with
kitchen staff.
5. Demonstrate and promote District and Opaa!’s Core
Values of “Always Act in the Best Interest of the Client”,
Demonstrate Integrity to Earn Trust, Provide Hospitality,



Accept Accountability”. Report concerns to the Building
Supervisor and DNS immediately.
6. Supervise kitchen staff in all areas of production.
Delegate workflow and inform Building Supervisor and
DNS immediately of any personnel issues.
7. Train, cross-train, and certify all kitchen staff on job
stations. Be prepared to perform any kitchen function,
as required.
8. Ensure overall cleanliness and organization of the
kitchen and storage areas.

Compliance
9. Maintain compliance with recipes and menu plans.
Obtain approval for menu changes from the DNS at
least 24 hours in advance.
10. Ensure compliance with timekeeping procedures.
Report discrepancies to DNS immediately.
11. Maintain compliance with all HACCP processes and
procedures.
12. Maintain compliance with all safety processes and
procedures, worker safety regulations, health
regulations, and OSDE recordkeeping requirements.
Report unsafe working conditions and safety incidents
in a timely manner.



Administrative
13. Coordinate and submit food orders to the Director
of Nutrition Services.
14. Ensure production records are complete and
accurate on a daily basis.
15. Oversee weekly inventory count of food and
supplies, as well as a monthly inventory count of
government commodities.
16. Ensure all product is properly received, counted,
and discrepancies from the vendor invoice are noted on
invoice/receiving document.
17. Ensure accurate and timely completion of all
required logs.
18. Perform daily tray counts and reconcile with the
District report.
19. Maintain open lines of communication with the
building principal. Conduct a weekly update meeting.
20. Attend all training and operational meetings, as
required by the school district and Opaa!

Physical/Visual Activities or Demands: Physical/visual
activities or demands that are commonly associated
with the performance of the functions of this job.
1. While performing the duties of this job, the employee
is frequently required to stand, walk, sit, climb, balance,



kneel, crawl, push, pull, grasp, feel, talk, hear, and
reach with hands and arms.
2. The employee must exert over 60 pounds of force
occasionally and/or be able to frequently lift, carry,
push, pull, or otherwise move objects up to 25 pounds.
3. Specific vision abilities required by this job include
concentrated attention, depth perception, ability to bring
objects into sharp focus, color vision.

Working Conditions: Working conditions commonly
associated with the performance of the functions of this
job.
1. Inside and outside working conditions.
2. Frequently works around moving mechanical parts
and is frequently exposed to wet and/or humid
conditions and extreme heat.
3. Occasionally exposed to toxic or caustic chemicals
and extreme cold.
4. Noise level is usually loud.

POSITION QUALIFICATION REQUIREMENTS
Education: High School Diploma or GED is preferred.
Experience:
• 1-year experience cooking in a food service
establishment is preferred.



• 1-year in customer service/hospitality role—Service
Oriented.
• Working knowledge of all kitchen functions and
equipment.
• Must be able to read and comprehend instructions,
correspondence, and memos.
• Must be able to communicate effectively, orally, or in
writing. Able to write simple correspondence and
memos.
• Able to add, subtract, multiply and divide into all units
of measure. Able to adjust recipes according to
production needs.
• Able to identify and resolve food service and
customer relationship issues.
• Supervisory experience, helpful

Machines, Tools, Equipment and Work Aids that may
be representative but not all-inclusive of those
commonly associated with this position:
Dishwasher, Steamer/Kettle, Mixer, Oven, Stove,
Fryers, Slicer, Thermometers, Gauges, Knives, Box
Cutters, Meal Counting Software, Desktop PCs,
Calculator, Telephone, Fax, Scanner, Copier, Printer.
License(s)/Certification(s) Required: ServeSafe
Certification



This job description in no way states or implies that
these are the only duties to be performed by the
employee occupying this position. Employees may be
required to follow other job-related instructions and to
perform other job-related duties as requested, subject
to all applicable state and federal laws.
Certain job functions described herein may be subject
to possible modification in accordance with applicable
state and federal laws.  "Commonly associated" is not
intended to mean always or only. There are different
experiences that suggest other ways or circumstances
where reasonable changes or accommodations are
appropriate.
All activities, Demands, Conditions, and Requirements
are linked to Essential Job Functions unless marked
with an asterisk, which denotes linkage only to marginal
function(s).

Kitchen Manager duties specific to Colcord Schools

1.Meet with the principal and discuss any calendar
events.

2.Take care of recycling boxes (calling for pick up).



3.Manage kitchen staff; staff hours, staff absences,
work with the individual office to adhere to Colcord
Schools Employee Policies.

4.Maintain kitchen duties over breaks and holidays.
5.Follow any policies specific to Colcord Public

Schools Policies.
6.Work with the school principal, and Opaa director

to carry out duties for Opaa and Colcord Schools.
7. In addition to these, please add communication

with Hiland’s driver for days off and return dates.


