
School Nutrition and Wellness Manager  

Overview: 

Since 2003 Trinity Charter Schools has been dedicated to Educating and Empowering Students to 
Transform and Reclaim Their Lives. We continuously seek to provide a welcoming, nurturing, and 
academically rich environment where students can build upon academic success. Our students thrive on 
the structured learning opportunities we provide to them. Our purpose is to empower lifelong learning 
to help them successfully transition into the world. Our students play an active role in planning and 
guiding their own academic careers through student-led credit acceleration and recovery, guided 
graduation planning, and career exploration. These efforts result in student-led conferences that 
showcase academic growth and success. We believe all students are capable of great things, and we are 
here to support them. 
  

General Information 
The School Nutrition and Wellness Manager will oversee the School Nutrition Program (SNP) 
operations and facilitate implementation of the district’s Wellness Policy.  The job functions include 
administrating, planning, directing, assessing, implementing, and evaluating the program to meet 
the nutritional and educational needs of children, as they relate to the SNP.  The School Nutrition 
and Wellness Manager will partner with the Child Nutrition Director and others within the school 
district and surrounding community to solicit support for a quality school nutrition and wellness 
program while following federal, state, and local guidelines.  The SNP is to provide an environment 
that support healthy food habits while maintaining program integrity and customer satisfaction.  

 

 
Responsibilities: 
Customer Service 

 Determine and maintain quality standards for the presentation and service of food. 

 Implements a customer service driven philosophy that focuses on food presentation, food 
quality and patron satisfaction.  
 

Sanitation, Food Safety, and Employee Safety 
 Review HACCP procedures yearly and operational problems as needed to determine ways 

to improve service, performance, and/or safety. 

 Coordinate and maintain records of ongoing professional development of the district’s SNP 
personnel. 

 Monitor compliance with health and safety regulations regarding food preparation and 
serving, and maintenance in food preparation facilities. 

 Arrange for equipment maintenance and repairs as needed and coordinate a variety of 
services such as health inspections. 
 

Financial Management and Recordkeeping 
 Prepare monthly claims for reimbursement. 

 Review financial transactions to ensure that expenditures are authorized and budgeted. 



 Manage the SNP using efficient financial management techniques to ensure all records and 
supporting documentation are maintained in accordance with local, state, and federal laws 
and policies.  
 

Food Production 
 Monitor food preparation methods, portion sizes, and garnishing and presentation of food to 

ensure that food is prepared and presented in an appealing manner. 

 Plan menus and food utilization based on anticipated number of students, nutritional value, 
palatability, popularity, and costs. 

 Investigate and resolve complaints regarding food quality, service. 
 

Procurement 
 Follow guidelines to ensure purchased food and supplies reflect product knowledge, 

customer preferences, district needs, policies, and nutrition objectives. 

 Maintain standards for receiving storing, and inventorying food and non-food supplies based 
on sound principles of management.  

 Follow district’s financial management procedures to implement food vendor contract 
agreements. 

 Determines equipment needs and specifications consistent with program needs and budget. 

 Request quotes and purchase equipment and supplies related to the school nutrition and 
wellness program. 

 

Program Accountability 
 Monitor all sites quarterly to ensures SNP compliance with all local, state, and federal laws, 

regulations, and district’s Wellness policy. 

 Coordinate food service and wellness information training for school foodservice personnel 
and other school support staff.  

 Assist the Child Nutrition Director to develop guidelines for providing services in response 
to disaster or emergency situations.  

 Maintain records required by local and federal government agencies regarding sanitation, 
and food subsidies when appropriate. 

 

Nutrition and Menu Planning 
 Develops cost-effective menus that maintain nutrition integrity and meet all local, state, and 

federal guidelines and regulations. 

 Assesses customer preferences, industry trends, and current research to plan menus that 
encourage participation in the SNP.  

 Work with school nutrition staff to plan menus for children with special nutrition needs.  

 Create specialty dishes and develop recipes to be used in food service program. 

 Follow nutritional standards for the food service program based on accepted industry 
standards. 



 

Physical Activity and Health/Wellness Information 

 Ensure that schools provide opportunities for students to maintain physical fitness. 
 Report health screening related information. 

 Create a required district-wide health and wellness curriculum that addresses physical, 
emotional, and psychological health for students that is monitored and adjusted based on 
student and campus needs 

General Management 
 Develop short and long term goals through planning with the Wellness Policy Committee 

for the school nutrition program that support the district’s Wellness policy. 

 Attend required updates and trainings to determine health and nutrition-related trends and 
foodservice management developments; and develop innovative program changes and 
expansions based on this information.  

 

School Nutrition Site Management 
 Assist with submission of additional site applications as approved and assist with planning 

school nutrition programs that ensure high quality customer service, quality food production, 
and efficient workflow. 

 

Marketing 
 Assist the Child Nutrition Director with developing a survey for ideas to attract students and 

staff to participate in the school nutrition program. 

 Communicates program information to encourage support for the school nutrition program 
from local vendors in the community. 

 

Nutrition Education 
 Develop and implement a comprehensive nutrition education program for students using the 

school cafeterias as learning laboratories. 

 Develop and distribute nutrition education materials and activities for patrons.  

 

Qualifications and Skills: 

Qualifications: 
 Associate’s Degree from an accredited college or university or equivalent combination of 

education, experience and/or training 

Other Skills   
 Performs and directs with a commitment to promote a quality SNP that meets the 

nutritional and wellness needs of the customers served. 

 Performs and directs with an overall nature that is committed to the mission and goals of 
the school district. 



 Utilizes excellent oral and written communication and interpersonal skills. 

 Exemplifies effective problem-solving methods that are customer–service oriented. 

 Displays a strong ability to work independently as a self-starter with excellent time 
management skills. 

 Participates as an effective team member who contributes to district, department, team 
and individual goals. 

 Sitting for extended periods of time; reaching overhead, above the shoulders, and 
horizontally, or bending at waist to retrieve and store files. 

 Frequent lifting (10 – 50 lbs.). 
 Moderate to high levels of stress. 
 Maintain emotional control under stress. 
 Occasional district wide travel. 
 Frequent prolonged and irregular hours. 
 Performs other duties as assigned 

 
Evaluation: 

This position will be evaluated after 90 days and annually thereafter in accordance with the Board’s 

policy on the evaluation of non-certified, technical staff. 
 
Other: 
The foregoing statements are intended to describe the general nature and level of work being 
performed by employees assigned to this job title. 
 
They are not intended to be construed as an exhaustive list of all responsibilities, duties, 
knowledge, skills, and abilities required. 
 
All TCS employees are at will. 
 
 
 
*I certify that I have read and understand the responsibilities assigned to this position. 
 
 
____________________________     ____________ 
Employee Signature       Date 
 
 
____________________________     ____________ 
District Administrator Signature     Date 
 
 


