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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:    Nutrition Service Substitute Employee 

 

RESPONSIBLE TO:   Kitchen Manager 

 

EVALUATED BY:   Kitchen Manager 

 

TERMS OF EMPLOYMENT: Classified Position 

      As requested  

      Hourly rate of pay 

 

PURPOSE OF POSITION: To perform job duties in school kitchens on 

as needed basis when permanent employees 

are not able to be at work. 

 

ESSENTIAL DUTIES (Other duties may be assigned): 

 

1. Receives phone calls at home to be scheduled for work in kitchens on an as 

needed basis.  

2. Must be flexible to work in different kitchens, with different employees, and 

perform a variety of duties as needed.  

3. Checks in with kitchen manager or first cook upon arrival for assigned duties 

4. Job duties may include, but are not limited to washing dishes, operating 

commercial kitchen equipment correctly and safely, sweeping, mopping, taking 

out the trash, cleaning up spills, preparing food, serving food, and storing food.   

5. Washes hands frequently, wears apron, wears hairnet at all times during work 

hours, wears food safe gloves when handling food, and wears goggles and gloves 

if handling chemicals;  

6. Follows directions from kitchen employees for food preparation, food service, 

food storage and clean up; prepares food in a timely manner; prepares food as 

specified on menus and/or according to plans set up by the kitchen manager. 

7.  Willing to be flexible to different methods of preparation and procedures per the 

assigned kitchen. 

8. Performs all duties under strict food safety and sanitary guidelines as set by 

USDA, KDA, KSDE CNW, HACCP, and USD 265.  

9. Assists with evaluating amounts of food as directed, and replenishes food in the 

serving line.   

10. Stores all food items, chemicals, and cleaning items appropriately according to 

food safety guidelines; keeps storage areas clean and orderly.  
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11. Uses safety techniques to lift, and use carts to carry supplies.  

12. Cleans and maintains all food services areas including but not limited to food prep 

areas, serving line areas, cafeteria, store rooms, walk-in coolers, employees’ 

lounge and/or breakroom areas, bathroom near kitchen, and cleans kitchen 

equipment as requested by the kitchen manager.  

13. Observes and reports possible contamination, sanitary or safety conditions to the 

kitchen manager. 

14. Reports needed minor repairs to the kitchen manager.  

15. Clocks in and out on the Skyward Employee Access computer program. Submits 

electronic timesheet each week.  

16. A classified employee may be transferred at any time to any job which he/she is 

qualified to perform when the transfer is deemed to be in the best interest of the 

district.  

 

REQUIRED QUALIFICATIONS: 

  

Must be 18 years of age or older. Ability to give, receive and comprehend written 

and verbal instructions; possess high personal grooming and behavior standards 

for cleanliness; ability to interact professionally with other USD 265 employees; 

ability to accept uphold USD 265 standards. 

 

ATTENDANCE REQUIREMENTS: 

 

 A kitchen substitute employee is required to be flexible to be called in to work on 

an as needed basis; terms of employment may be from two (2) hours to seven (7) 

hours a day up to a forty (40) hour work week may be required, with the 

understanding that schedules/shifts may be altered depending upon the critical 

nature of the job. 

 

PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

 

1. Must be able to get to work in any and all weather or temperature conditions when 

the job must be performed. 

2. Demonstrates agility and mobility to use all food service and office equipment. 

3. Manages all job duties with the mobility to use large equipment; agility, and 

dexterity to reach, lift up to 50 pounds, move and handle tools required to cook and 

serve food; dexterity to access files, manipulate small objects and gauges for 

measuring and testing; focused observation to determine correct food preparation, to 

observe kitchen workers for performance, to evaluate all functions of food service. 

4. Must be able to work in any and all weather / temperature and lighting conditions 

under which the job must be performed.  

5. Wears clothes that are clean, and in good repair, no holes or tears or stains. No 

sweats paints. Must wear sturdy closed toe and closed ankle shoes, shorts are 
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acceptable if the hem is to the knee. No jewelry, except small stud earrings, one 

plain band such as a wedding band, and a watch is acceptable.  

 

PERFORMANCE STANDARDS / EVALUATION: 

 

1. Must support district mission, goals and objectives. 

2. Must meet quality and quantity standards in behavior and performance. 

3. Must read and acknowledge an understanding of the expectations of this job 

description and the USD 265 Employee hand book.  

4. Must meet on time requirements at building assignment(s) as set by supervisor(s). 

5. Must demonstrate ability to abide by strict sanitary conditions; hair restraint at all 

times; strict cleanliness standards; wash hands upon arrival, and frequently 

throughout the day. 

6. Must meet standards in a time sensitive manner as directed by the manager of 

food services in your building(s). 

7. Cell Phones are not to be used while preparing food or in the production area. Cell 

phones can be used during breaks and away from the food production and serving 

areas.  

8. Must meet all district safety requirements. 

9. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 

 

 

I understand the job description that I have just read and can comply fully with all 

requirements with or without reasonable accommodations. 

 

 

_____________________________________________ _______/_______/_______ 
  Employee’s Signature                               Date 
 

 

_____________________________________________ _______/_______/_______ 
  Supervisor’s Signature                             Date 


