
Job Title: Cafeteria Manager   Wage/Hour Status: Non-Exempt 
 
Reports to: Child Nutrition Director  Pay Grade:  Auxiliary Group 4 
 
Department: Child Nutrition   Days per year:  181 
       Date Revised:  08/02/10 
_____________________________________________________________________________ 
Primary Purpose: 
 

Supervise campus child nutrition department operations, providing each student 
wholesome, nutritious meals in a safe and sanitary environment, prepared with loving 
hands and served in a caring manner.    
 

Qualifications: 
  
 Minimum Education / Certification: 
 
 High school diploma or GED. 
 Meets requirements for Texas Association of School Nutrition (TASN) Certification 
 Prefer TASN level 4 

 
 Special Knowledge / Skills: 
 
 Knowledge of Child Nutrition Programs 
 Ability to manage quantity food production 

Ability to manage people 
 Ability to communicate effectively both written and verbal 
  
 Experience: 
 
 Three years experience in food service.  Supervisory experience preferred. 
  
Major Responsibilities and Duties: 
 
Cafeteria Management 
 

1. Produce and maintain work schedules, time sheets and production records. 
2. Direct daily campus activities, distributing work load evenly, and monitoring job 

performance. 
3. Maintain all serving schedules and serve all food items according to menu specifications 

defined by departmental policies and procedures. 
4. Work cooperatively with campus principal to accommodate temporary schedule changes, 

special serving requirements,  
5. Resolve personnel problems, and other issues that may arise. 
6. Work cooperatively with parents, students, and all of LCM staff to resolve issues 

(involve director if needed). 



7. Supervise and train employees promoting efficiency, morale, and teamwork. 
8. Instruct employees the current meal pattern for breakfast and lunch.   
9. Train employees daily on the correct foods to serve, proper portion sizes, and appropriate 

serving utensils. 
10. Prepare and serve breakfast and lunch to all students and staff. 
11. Oder, receive, store and inventory food and supplies.   
12. Be well organized in the performance of duties. 
13. Exercise good judgment in decision-making. 
14. Maintain a positive, motivating attitude in performing all duties required / assigned. 

  
Policy, Reports, and Law 
 

15. Be conscientious and display loyalty to the district.  
16. Cooperate with director, co-workers, substitutes, and new employees. 
17. Understand and demonstrate the need for discretion in discussing district and office 

information.  
18. Comply with federal and state law, board policy, and district administrative procedures. 
19. Ensure that food is produced safely and is of high quality according to policies, 

procedures, and department requirements. 
20. Maintain accurate reports of daily and monthly financial, production, and activity 

records. 
21. Maintain and submit accurate information for payroll reporting (time cards, tardiness, and 

absenteeism). 
  
Safety 
 

22. Ensure that food items are stored in a safe and hazard-free environment. 
23. Establish and enforce standards of cleanliness, health, and safety following health and 

safety codes and regulations. 
24. Maintain safe and sanitary work environment. 

 
Inventory 
 

25. Ensure that appropriate quantities of food and supplies are available through daily orders 
and monthly inventories. 

26. Maintain logs on all equipment maintenance required within campus food service 
department. 

27. Perform preventive maintenance and report needed equipment repairs. 
28. Recommend replacement of existing equipment to meet department needs. 
29. Conduct annual physical equipment and supplies inventory. 

 
Other 

30. Be clean, wearing clean uniform, hair restraint, and apron at all times. 
31. Promote professional growth by attending workshops, in-services, and continuing 

education courses.  
32. Be able to deal effectively with crisis situations such as equipment failure. 



33. Help screen, select, and train cafeteria workers (as needed) and make sound 
recommendations about the assignment, discipline, and retention of cafeteria personnel. 

34. Perform other duties and functions as assigned by the director. 
 
 
 
Equipment Used: 
 

Know how to operate safely (and provide training appropriately) for large and small 
kitchen equipment including but not limited to: electric slicers, mixers, pressure steamers, 
deep-fat fryers, sharp cutting tools, ovens, dishwashers, and food/utility carts. 

 
Working Conditions: 
 

Mental Conditions/Physical Demands/Environmental Factors: 
Maintain emotional control under stress.  Frequent standing, walking, reaching, pushing, 
and pulling; lifting and carrying (up to 60 pounds); some stooping, bending, and 
kneeling; limited exposure to extreme hot and cold temperatures.  
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