
SCHOOL NUTRITION PROGRAM DIRECTOR
JOB DESCRIPTION

Qualifications:

1. A minimum of a bachelor’s degree with a 2.5 or higher grade point average (GPA);
2. At least six (6) semester hours of course work in nutrition and/or food service

management; or WVDE approved training as provided by the OCN.
3. Must hold or be eligible to hold an authorization endorsed as School Nutrition

Program Director that is approved and issued by the WVDE;
4. Completion of 12 clock hours of staff development related to Child Nutrition

programs  offered or approved by the WVDE;
5. Ability to use computer technology in program management and implement new

computer applications as needed;
6. Knowledge of and ability to perform nutritional analysis and compilation of menus

following federal/state child nutrition guidelines and policies;
7. Knowledge of and ability to establish policies and procedures to allow for program

operation in accordance with state and federal regulations and local needs;
8. Ability to communicate effectively in written and verbal manner;
9. Past experience in area of food service supervision, preferred.
10. School Nutrition Director must maintain a valid food safety certification while

employed in the school meal program.

Immediate Supervisor:     Assistant Superintendent of Non-Instructional Programs

Duties and Responsibilities:

1. Manage and supervise the county food services program.
2. Procure food items, supplies, and equipment in a cost effective manner.
3. Prepare bid specifications, request bids, analyze returned bids, recommend award

of contracts to the lowest most qualified vendor.
4. Maintain accurate, up-to-date inventories of warehouse stock.
5. Plan, organize, implement and evaluate in-service training programs for cooks and

food services employees.
6. Instruct personnel  in the areas of quantity cooking with economy and efficiency and

keeping aggregate records and reports.
7. Develop a comprehensive orientation and training program for new employees.
8. Implement an evaluation process to determine and prioritize food service needs for

the county and for each school.
9. Conduct regular on-site visits to all school facilities participating in the School

Nutrition program to provide technical assistance to all parties  involved in
procedural operations of the program.
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10. Monitor/verify school records relating to food services, including verification of free
and reduced meal applications and accuracy of monthly reimbursement claims
following USDA timelines.

11. Oversee and coordinate the Community Eligibility Provision (CEP) process, wellness
initiatives, and collaborate with Universal Preschool partners.

12. Monitor to ensure that school meals follow county menus, sanitary preparation
practices, visual appeal, taste, and nutritional value.

13. Evaluate the quality of meals served at each school and provide guidance toward
improvement as needed.

14. Supervise the creation and nutritional analysis of county menus.
15. Communicate with school principals, secretaries, and food service employees as

needed.
16. Communicate with school nurses regarding nutritional information for special diets.
17. Plan for and implement summer food service programs, after school snack

programs, regular school hot lunch and breakfast programs, fresh fruit and
vegetable grant,  and any added services that may become available.

18. Attend relevant food service training programs as requested/approved by the
immediate supervisor.

19. Comply with all USDA and Office of Child Nutrition policies and procedures.
20. Perform other job related tasks as assigned by the Assistant  Superintendent of

Non-Instructional Programs.

________________________________
Jackson County Board of Education
December, 2017 
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