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FOOD SERVICES MANAGER
DEFINITION:
Under general direction of the Chief Financial Officer, plans, organizes, manages, and coordinates the day-to-day food service operation; and train, assign, schedule, supervise, and evaluate the performance of assigned cafeteria staff and student workers.
CLASSIFICATION:
· FLSA Exempt

· Classified Management 

· Date Modified: June 2010

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Plan, organize, and direct food service programs; assure compliance with federal, State, and college laws, regulations, and policies; establish operating procedures for all food service locations
· Assure compliance with health ordinances and local policies
· Research and recommend food service development; plan develop and evaluate master menus for a variety of food programs; determine need for types and quantities of food, supplies, and equipment; price, stock, advertise, and display food
· Develop the annual departmental budget; analyze food and labor costs to assure efficient and cost-effective operations
· Research available products and interview vendors to establish and maintain sources of supply and guarantee best quality for lowest price through competitive bids
· Coordinate food and beverage requests from various campus groups
· Work closely with Culinary Arts program to coordinate use of space, menu development, daily food and catering sales, and food preparation
· Develop and implement standards for the operation of an efficient, sanitary, and high quality food service program
· Project and procure all food products, supplies, equipment, and other services in accordance with college procedures
· Select, train, schedule, and provide work direction to food service staff
· Develop schedules; oversee daily cash receipts; review daily sales reports
· Establish and monitor internal procedures and controls related to cash collections and disbursements
· Conducts physical inventories as required
· Prepare and maintain a variety of written and statistical reports as needed
· Other related duties as assigned
Knowledge of:

· Methods and procedures of preparing, serving, and storing large quantities of food

· Principles and practices of management, supervision, and administration; including training

· Principles and practices of nutrition

· Principles and practices of food sanitation and the prevention of food contamination

· Kitchen utensils and equipment

· Food pricing and portion controls

· Purchasing and inventory management techniques

· College policies and procedures governing assigned work as well as purchasing processes

· Record-keeping techniques

· Oral and written communication skills

· Budget development

· Principles of arithmetic

Ability to:

· Direct and manage food service operations and activities

· Perform a variety of technical tasks related to food service operations

· Train, supervise, evaluate and provide work direction to staff

· Plan and prepare meals, including the ordering of supplies

· Plan and prioritize workload to meet deadlines

· Prepare and maintain records and reports

· Interpret and apply policies, procedures, laws, and regulations

· Develop and monitor budgets

· Communicate effectively both orally and in writing

· Work independently with little direction

· Remain current on food trends and products

· Maintain adequate and accurate inventories

· Establish and maintain cooperative working relationships with all those contacted in the course of work

· Understand and follow oral and written directions
MINIMUM QUALIFICATIONS:
· Any combination equivalent to: associate’s degree in food service management or a related field and three years responsible food service experience, including one year supervisory experience

· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability, and ethnic backgrounds of community colleges students, staff, and community members

· Must be available to work weekends and evening as required
· Valid driver’s license
· Valid California Sanitation certificate (or ability to obtain)
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Community College experience preferred.
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Hearing and speaking to exchange information in person or on the telephone and make presentations
· Seeing to read and verify accuracy of data
· Sitting or standing for extended periods of time
· Dexterity of hands and fingers to operate various equipment
This work is performed in an office and cafeteria environment with frequent interruptions.
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