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Job Title:   Head Cook 
Department:   Food Service 
Reports to:   Assistant Superintendent, Facilities 
Classification:  Exempt 
 
Summary 
The food service director is responsible for all aspects of the food service program in the 
district. 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skills and 
abilities required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. 
 
Essential Duties and Responsibilities 

• Oversee compliance with all Federal Guidelines pertaining to the National Lunch 
Program. 

• Write monthly menus based on Nutrient Standard Menu planning that meets or 
exceeds the requirements set by the National School Breakfast and Lunch 
Program. 

• Oversee the training of all staff in proper food handling techniques as required by 
the HAACP Policy established for their kitchen. 

• Submit invoices in a timely manner for payment. 
• Control labor costs by monitoring employee hours. 
• Submit Food Service payroll weekly. 
• Control costs by analyzing menu costs, and by monitoring purchases and monthly 

food inventories. 
• Develop recipes and input data into the NutriKids menu program. 
• Coordinate the planning, budgeting, and purchasing of all food, equipment, and 

smallware items needed to ensure the efficient operation of each kitchen. 
• Ordering the commodities that are available through the National Lunch Program 

and utilize those items in the menu process. 
• Arrive for work on time with a positive attitude and a smile. 
• Inspect supplies, equipment, and work areas and report all problems. 
• Specify the number of servings and portion sizes to be prepared by the staff. 
• Document information on the daily Menu Production Record. 
• Supply the staff with the proper recipes as indicated on the daily menu. 
• Observe food preparation to ensure conformance with the Nutrient Standard 

Menu planning standards as required by the National School Breakfast and Lunch 
Program. 

• Recommend measures for improving work procedures and worker performance in 
order to increase quality and productivity of the staff. 

• Observe and evaluate workers and offer additional training and positive advice to 
help make every employee successful. 

• Monitor all areas of the kitchen throughout the day. 
• Assist the staff to ensure that enough quality food is prepared and ready 
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• for every person who enters the kitchen. 
 
Hygiene Standards 

• Follow the Personal Hygiene Standards as set in the HAACP Policy and enforce 
the policy with all Food Service Personnel. 

• Employees must shower and wash their hair daily. 
• Employees must be in slip-resistant shoes and clean clothes. 
• Hair must be pulled back off of shoulders and a hat or hair net must be worn. 
• Hands must be washed properly before starting work and throughout the shift. 
• Gloves must be worn when the next step in the food process is consumption. 

 
Supervisory Duties 
The Head Cook has supervisory responsibility for all cooks, cafeteria workers.  
 
Qualifications 
Education 
High school diploma or equivalent 
Certificates, Licenses, Registrations 
None 
 
Skills and Abilities 
Language 
An individual who holds this position must have the ability to: 
Read and interpret documents such as safety rules, operation and maintenance manuals 
Write routine reports and correspondence 
Speak effectively before groups of employees 
Read and understand bid submissions, contracts and invoices and packing slips 
Computation 
An individual who holds this position must have the ability to: 
Apply basic algebraic and geometrical skills 
Calculate figures and amounts such as discounts, interest, proportions, percentages, area 
circumference and volume 
Reasoning  
An individual who holds this position must have the ability to:  
Solve problems through the use of alternative methods or materials 
Analyze situations and provide verbal and written instruction 
Technology 
Competence in inventory control, purchasing and budget software 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
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Physical Demands 
An individual who holds this position must have the ability to: 
Frequently walk short distances 
Continuously stand 
Frequently bend or twist at the neck and torso 
Continuously grip 
Occasionally reach, stoop, kneel and crouch 
Frequently lift ten pounds and occasionally lift fifty pounds 
Use close, distance and peripheral vision 
Attendance  
Consistent and regular attendance is an essential duty of this position 
 
The work conditions and environment described here are representative of those that an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
 
Conditions and Environment 
The individual who holds this position will regularly work in a school environment that is 
noisy and active and may need to raise their voice to be heard.  Occasionally the 
individual will be required to work in temperatures below freezing, and above 100 
degrees and outside in rain and snow.  There is a greater than average risk of minor burns 
and cuts.   
The employee will be regularly working under deadlines. 
 
 
As a political subdivision, employer, recipient of federal funds, and educational institution, the 
Board of Education is prohibited from, and hereby declares a policy against engaging in 
unlawful discrimination, including harassment creating a hostile environment, on the basis of 
race, color, sex, national origin, ancestry, disability, age, or use of leave protected by the Family 
and Medical Leave Act, in its programs 
 
 


