
JOB DESCRIPTION - HEAD COOK 
 
QUALIFICATIONS: 
 

1. High school diploma or GED.  

2. Ability to work well with fellow employees, administration, students, teachers, and staff.  

3. Demonstrated aptitude or competence for assigned responsibilities.  

4. Such alternatives to the above qualifications as the Board may find appropriate and 
acceptable.  

 
REPORTS TO: Principal and Superintendent 
 
SUPERVISES: Assistant Cook and Kitchen Aide 
 
POSITION GOAL:  To provide each school child with food of high nutritious quality in an atmosphere of 
cleanliness, cheerfulness, and personal caring.  
 
PERFORMANCE RESPONSIBILITIES: 
 

1. Plans and directs the preparation and serving of all food in the cafeteria.  

2. Assumes responsibility for the security of food and supplies.  

3. Supervises the storage and care of food and supplies.  

4. Ensures that menus developed are followed without deviation.  

5. Supervises and participates in the preparation and serving of food.  

6. Oversees and participates in the cleaning of kitchen, serving, storage and dining areas.  

7. Assigns, directs, plans and supervises the work of cafeteria employees.  

8. Plans work schedules and arranges for substitutes when required.  

9. Instructs new cafeteria employees in performing their assigned tasks.  

10. Evaluates the performance of all cafeteria employees.  

11. Plans, directs and supervises cleaning schedules for the eating area of the cafeteria.  

12. Assumes responsibility for checking that all equipment in the cafeteria area is in safe, 
working condition and notifies the appropriate authority when repairs are needed.  

13. Estimates daily or weekly needs and orders food supplies.  

14. Requisitions supplies and equipment needed to ensure efficient operation.  

15. Maintains inventories of food and supplies received and used. 

16. Ensures that all local, state and Federal mandates pertaining to food services are met and 
completes all reporting requirements set forth by these agencies as required.  

17. Maintains a current record of meal count for their kitchen to ensure the proper amount of 
food is prepared without waste. 

18. Annually must attend a food safety class and successfully pass the safe food handling 
practices test and attend any governing agency or District required training.  

19. Other Duties as assigned. 

 
TERMS OF EMPLOYMENT: 

Salary and benefits to be determined by the Board of Education. 
 
EVALUATION: 

Performance of this job will be evaluated by the Principal and Superintendent in accordance with the 
provisions of the Board’s policy on evaluation of support services personnel. 


