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PUTNAM COUNTY SCHOOLS 
JOB DESCRIPTION 

 
 

Position:  High School Cafeteria Manager 
 
Evaluated by:  Building Principal/Assistant Principal 
 
Job Description: The High School Cafeteria Manager, under the supervision of the principal 

and/or assistant principal, directs the operation of the food services 
program in the school, including assigning duties to cooks, approving 
requisitions for supplies and repairs, keeping inventories, inspecting areas 
to maintain high standards of sanitation, keeping records pertinent to food 
services of the school and maintaining accurate daily records and 
completing food services reports according to county, state and federal 
regulations.  The High School Cafeteria Manager is responsible for 
planning, directing and controlling the development of the school food 
services program on a sound nutritional, educational and financial basis, 
producing appealing meals served in a pleasant atmosphere, and operating 
an efficient food services program with a minimum of supervision. 

 
Qualifications: Holds a high school diploma or GED. 
 Has passed the test for “Cafeteria Manager/Cook” classification. 
 Ability to lift containers and cases of food weighing a minimum of 50 

pounds using proper lifting techniques and safe work habits. 
 
Length of Employment: 200 Days 
  
Responsibilities: The High School Cafeteria Manager shall have the following 

responsibilities and duties: 
 

1. Responsible for completion of food, supplies and equipment inventory and daily meal 
production reports. 

2. Ensures all kitchen and dining areas are clean at the end of the workday. 
3. Responsible for safe, proper equipment use, care, cleanliness and repair reporting. 
4. Responsible for preparation of quality and safe meals that are adapted for special needs 

students. 
5. Delegates daily work assignments in a fair and equitable manner, using a rotation system so 

all cooks become familiar with the required duties. 
6. Uses computer software required by the West Virginia Department of Education’s Office 

of Child Nutrition. 
7. Assists in preparing meals that meet nutritional standards set by USDA considering food 

patterns of different age students and comply with the established county-wide menu  and 
at a work pace that will produce meals on time. 

8. Assists with the washing of trays, pots, pans and utensils and sweeping and mopping kitchen 
and storage areas. 

9. Assists with cleaning all equipment used in preparing and serving meals. 
10. Assists with serving food to students and faculty. 
11. Assists with restocking storage areas with merchandise as it is received using FIFO (First 

In, First Out) Inventory Control. 
12. Assists with receiving merchandise, checking quality, freshness and temperature 

requirement. 
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13. Helps maintain proper food temperature for optimum safety as established by the local 
health regulatory agency. 

14. Trains new cooks on the correct use of the mixer, convection oven, slicer, steam equipment, 
food processor, dishwasher, disposal, warmer, tilt skillet and range. 

15. Maintains strict personal hygiene practices and dress according to established county 
policies and local health regulations. 

16. Maintains daily communication between school and county office via Email or telephone in 
case of emergency food alert recalls, delivery changes, shortages, substitution, etc. 

 
Work Habits: The High School Cafeteria Manager shall exhibit the following work 

habits: 
 

1. Maintains work habits that facilitate a positive work environment. 
2. Displays knowledge within assigned area(s) of responsibility. 
3. Maintains, completes and submits required reports in a timely fashion. 
4. Maintains and/or upgrades skills within area(s) of responsibility through continuing 

education. 
5. Follows county rules and regulations. 
6. Performs duties efficiently and productively. 
7. Maintains a high quality of work. 
8. Displays behaviors that enhance the development of students.  


