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Child Nutrition Specialist

Employee Name (Print): _______________________________________


Reports To:	Director of Child Nutrition 
			
Dept/Campus:	Child Nutrition						Paygrade:	PP-6

Wage/Hour Status: 	Nonexempt						Date Revised: February 2020


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:
Facilitate the efficient operation of the Child Nutrition administrative office and provide clerical services for the administrative staff.

QUALIFICATIONS:

Education/Certification:
High School Diploma or GED

Special Knowledge/Skills:
Proficient skills and accuracy in typing, word processing, and file maintenance
Effective organizational, communication, and interpersonal skills
Ability to operate computer, multi-line telephone system, and maintain accurate database information
Patient and calm demeanor with students and others

Experience:
One to three years of secretarial/clerical experience preferably in a public education environment

MAJOR RESPONSIBILITIES AND DUTIES:

1. Receptionist and phone, and directing calls. Assist with calls regarding Free and Reduced status from managers, parents, and school secretaries. Answer all e-mails pertaining to Free and Reduced applications.

2. Free and Reduced Lunch applications. Review paper and online applications; making corrections; contacting parents for correct data; stamp, date; and then validate. Communicate with parents by letter regarding results of the finding(s) and additional data required if necessary.

3. Work closely with School Foodservice Managers or Cashier regarding accuracy of student’s eligibility for Free and Reduced benefits.

4. Perform routine bookkeeping tasks, including simple arithmetic operations, for the department.

5. Complete end of year student rollover inform director and campus level administrator of eligibility changes prior to rollover.

6. Maintain allergy alerts in POS system and file allergy forms in operations.

7. Maintain POS key systems and layouts for tracking participation numbers and current pricing as assigned by director.

8. Maintain records of all crediting information and nutritional analysis for yearly menus. 

9. Type written correspondence; receive and properly route incoming calls and mail to appropriate personnel.

10. Accurately maintain and update files, manuals, handbooks, and logs as assigned.

11. Maintain an accurate knowledge base and comply with federal, state, district, and school policies and regulations.

12. Maintain student records as needed. Activate student list, alert messages.

13. Maintain confidentiality of information.

14. Correctly file all operational records for regulatory agency review data.

15. Attend summer workshops and in-service days.

16. Send out verification letters to selected parents, maintaining files of documents, and sending letters of verification results. Data related to verification must be maintained in an organized fashion for five (5) years.

17. Enter eligibility status of D.C. (Direct Certified) students, print and mail letters informing parents.

18. Assist with catering set-up, service, and preparation of food. Also assist with clean up when required.

19. Act as substitute for food service positions when necessary.

20. Must maintain a positive attitude and working relationship with all employees. 


21. Keep files to support monthly claim for reimbursement including: nutritional analysis, monthly menus, monthly newsletters, Accuclaim edit checks, meal crediting information, and media release information.

22. Ensure operations Accuclaim is correct prior to submission to TDA for monthly reimbursement.  

23. Update and distribute media releases.

24. Create production records for all meals and snacks served ensuring all federal and state regulations are being met. 

25. Create and distribute cafeteria signage ensuring all state and federal regulations are met.

26. Create and update call list for each campus. 

27. Update departmental website.
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SUPERVISORY RESPONSIBILITIES: None

EQUIPMENT USED:
Computer, printer, calculator, fax machine, copier, scanner, multi-line telephone system, and other modern office equipment


WORKING CONDITIONS:

Mental Demands:
Reading; ability to communicate effectively (verbal and written); maintain emotional control under stress and a clear focus on customer service

Physical Demands:
Must be able to position and move about within the work area. Ability to retrieve, transport, position/reposition items, supplies and equipment; typically, frequent reaching, repetitive hand/arm motions, bending, stooping and kneeling are necessary; prolonged use of computer; frequent interruptions; ability to transport and reposition 50 lbs. 



The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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