
 

Job Title:     Supervisor of Special Programs Wage/Hour Status: Exempt  

                   

Reports To:    Student Nutrition     Pay Grade:              Admin Pay Group 1 

                  

Dept. /School:    Assistant Director of Operations Date Revised:  02/09/2018  

 

Primary Purpose: 

Oversee kitchen operations of special programs including the new academy of early Learners, day care, and 
summer food school program (SFSP or SSO). Oversee department roster and maintain records Assist with the 
tracking of employees out for worker’s compensation and family medical leave.  Manage department 
recruitment and interview process for specialists and kitchen managers.  

Qualifications: 

Education/Certification: 

Associate Degree in Business or Food and Nutrition or related field, preferred 

Knowledge of nutritional requirements for Pre-K and school-aged children 

Knowledge of quantity food production methods, procedures, and recipe development 

Knowledge of HACCP  

Knowledge of personnel management techniques  

 
Special Knowledge/Skills: 

Knowledge of methods, materials, equipment, and appliances used in food preparation  

Ability to effectively manage personnel  

Knowledge of USDA requirements including Healthy Hunger Free Kids Acts of 2010  

Effective planning, organizational, communication, and interpersonal skills  

Knowledge of Worker’s Compensation Laws according to the assignment 
Ability to effectively and efficiently handle multiple priority tasks 

Ability to communicate well both verbally and through written text  

Knowledge of PC based computer systems utilizing Microsoft Word, Excel, Power Point as well as 

food service software applications (Working knowledge of NutriKids and Mosaic, a plus)  

 

Experience: 

Minimum of three years of multi-site management experience in a food service establishment  

1 year Child Nutrition experience required 

1 year Human Resources experience preferred 

 

Major Responsibilities and Duties: 

Kitchen Supervision: 
 

1. Monitor and visit school sites to ensure federal and state compliance with the National School 
Lunch, School Breakfast, Child and Adult Care Food, and Summer Food Service Programs. 



This includes, but is not limited to, monitoring production records, making sure menus are 
followed, and ensuring HACCP procedures are implemented.  

2. Accurately evaluate and effectively communicate possible solutions regarding site concerns 
including, but not limited to, kitchen work flow, food quality, unit staffing, financial reports, point 
of sales, maintenance issues and technology issues.  

3. Maintain labor, food cost, and budget adherence of assigned schools. Establish labor 
requirements and assign personnel at the units.  

4. Provide onsite training and coaching of employees.  
5. Coordinate maintenance concerns, work orders, and building modifications with appropriate 

district personnel as needed. Follow-up to determine outcome.  
6. Monitor and provide input to management staff regarding food quality, acceptability, and 

preparation methods at assigned school sites.  
7. Complete performance appraisals of managers. Review and process all food service worker 

evaluations for assigned sites in a timely manner.  
8. Provide technical assistance and support to managers when counseling employees or 

addressing personnel issues at the school site.  
9. Support the Student Nutrition department with regular and reliable attendance. 

 
Position Control and Employee Management:  
 

10. Oversee Department Organizational Chart.  

11. Oversee department on-boarding procedures including recruitment, selecting, and orientation.    

12. Ensure maintenance and internal controls for data integrity.  
13. Oversee department human resource records by maintaining a filing system; keeping past and 

current records.  

14. Compile personnel and other position control reports using various data sources.  

15. Work with Risk Management and Benefits on Worker’s Compensation cases regarding all 
department employees  

16. Assist in writing, updating, and maintaining department policy and procedures manual.  
17. Manage uniform distribution and inventory 

18. Assist Assistant Director of Operations with routine clerical duties.  

19. Support Assistant Director of Operations in making personnel changes and other aspects to 
Human Resources.  

 
Records, Reports, and Correspondence: 

 

20. Retrieve documents and provide requested information as needed for official District Open 
Records requests.  

21. Update department personnel records including making changes using Skyward as necessary  

 

Other:  

 

22. Protect confidentiality of records, information, and staff and use discretion when sharing any 
such information within legal confines.  

23. Perform other duties that are within the scope of employment. 
24. Other duties as assigned. 

 

Equipment Used: 

Large and small kitchen equipment to include, but not limited to, an electric slicer, mixer, steamer, sharp 
cutting tools, ovens, braising pans, heat/hold units, ranges, dishwasher, steam jacket kettle, utility cart, 
computer hardware and software systems, copier and audiovisual equipment.  
 

Working Conditions:  
 



Mental Demands/Physical Demands/Environmental Factors:  
Work with frequent interruptions; maintain emotional control under stress; frequent standing, walking, 
pushing, and pulling; moderate lifting and carrying; some stooping, bending, and kneeling; limited 
exposure to extreme hot and cold temperatures.  Irregular work hours occasionally required.  

 
Supervisory Responsibilities:  
Field Supervisor a zone of 3-5 campuses, evaluate employee performance formally or informally, responsible 
for training others in multiple tasks.  Approximately 40% of a typical workweek is spent in schools.   
 

 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and 

are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 

 


