Sample Job Description
Cook
Job Title Cook

Reports to Director

Minimum Qualifications

At least 18 years of age; one year experience cooking for large groups 

Preferred qualification
Licensing food management credentials, food and nutrition courses

Salary Range to be determined

Job Purpose Statement

Provide and serve healthy, safe, and nutritious meals for the children and staff. 

Essential Duties or Tasks

· Prepare monthly menus that adhere to the USDA Food Guidelines at least two weeks before the first of the month. The menu will include breakfast, snack (two week rotation) and lunch (monthly rotation).

· Menus are posted on the last day of each month for the upcoming month.

· Infuse cultural meals and food items that represent the current population of the families enrolled.

· After approval by the director, order all needed food items for the menu and have them in place prior to the beginning of each new month.

· Keep all menus and food orders within the budgeted amount provided by the director.

· Maintain a permanent record of all menus, recipes and quantities.

· Prepare weekly grocery lists and submit them to the director by Thursday of the week before they are needed.

· Shop for the weekly groceries each Friday, along with any grocery items needed by the teachers for their curriculum.

· Prepare breakfast, snack and lunch each day according to health and sanitation standards. 

· Maintain a record of any menu changes that occurred. Post a notice of menu change next to the menu displayed for the parents.

· Keep posted records of children’s allergies and consider them in meal planning.

· Clean and sanitize all cooking, counter and table surfaces, floors, dishes and cookware according the program policy manual.

· Promote good hygiene through appropriate hand washing and sanitation techniques according to the policy manual.

· Enforce all safety rules of the center according to the policy manual; understand and assist with, as needed, emergency procedures for fire, storm, medical, first aid, CPR, etc.

· Assist when needed, to provide a calm, pleasant, interactive experience for the children during all meals.

· Attend staff meetings, parent events and in-house trainings both during and after regular center hours as required for this position.

· Attend and complete all licensing training requirements within the time frame set forth by the State.

· Attend additional workshops, training and continuing education classes as determined in the individualized training plan.

· Assist in training substitutes, assistants, floaters, volunteers or others who may permanently or temporarily be assigned to help in the kitchen.

· Be familiar with and adhere to all policies set forth in the Parent Handbook, the Staff Handbook and the Policy Manual.

Other Duties and Tasks

· Contribute to the center’s general appearance and condition; notify the director of any facility problems.

· Notify the director when supplies are low or materials are broken.

· Arrive at work on time; seldom is absent.

· Answer the telephone in a pleasant, professional manner.

· Participate in all center evaluations.

· Perform miscellaneous job-related duties as assigned.

Physical Requirements

· Bend, stoop and kneel to children’s level.

· Stand for extended periods of time.

· Carry and lift heavy objects.

· Use cleaning chemicals.

· Insert hands in dishwater and bleach water to wash and sanitize dishes and cookware.

