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BOARD OF EDUCATION


Saskatoon School Division No. 13


P O S I T I O N   D E S C R I P T I O N
Position:
CAFETERIA MANAGER

Immediate Supervisor:
PRINCIPAL

Core Function:
Organizes and directs the operations of a school cafeteria providing a food services and home economics program for students.  Supervises staff and performs bookkeeping, purchasing, menu planning and food preparation operations.

Duties and Responsibilities:
1. Supervises two or three cafeteria workers involved in the operation of a school cafeteria; prepares work schedules, assigns and coordinates duties, assesses work performance and trains new employees.

2. Assists teachers in the presentation of food services and home economics programs; plans student work schedules and supervises work assignments.

3. Determines and orders supplies; maintains records of receipts and costs; prepares monthly inventories; checks supply statements for accuracy and authorizes for payment.

4. Plans menus, determines quantities prepared, establishes menu prices for normal operations and may arrange special occasion preparations.

5. Operates cash register, counts and records receipts, makes daily bank deposits, checks bank statements and prepares monthly reports.

6. Conducts regular inspections, ensures that dining areas, kitchens and storage facilities are clean and sanitary; inspects food to ensure quality and portion control.

7. Converses with food services supply representatives, arranges equipment repair and determines necessary replacements or purchases.

8. Portions desserts, refills trays, cleans dishes and utensils and prepares food as may be required.

9. Performs such other duties as may be required to meet organizational deadlines and objectives.

Qualifications:
Two years of food service technology or related training.  Minimum of three to six months of previous experience preferred.
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