
 

 
 

POSITION DESCRIPTION  -  FOOD SERVICE 
     
   KITCHEN MANAGER  

    
 
 
 
TITLE:    FOOD SERVICE – KITCHEN MANAGER 
 
REPORTS TO:   Food Service Director 
 
PRIMARY FUNCTION: A food service kitchen manager will provide students with a 

healthy, high quality nutritious lunch within the guidelines of the 
Michigan Department of Education School Lunch Program, 
and Oakland County Health Department consistent with the 
district’s mission statement. 

 
QUALIFICATIONS  -  EDUCATION & EXPERIENCE 
 

1. High school diploma or equivalent. 
2. Eighteen years of age or older. 
3. Able to pass approved physical examination and lift 50 pounds. 
4. Must possess qualifications to obtain certification through the School Nutrition 

Association. 
5. Must possess Serv-Save certification, and Basics. 
6. Ability to work cooperatively with school personnel, students and community. 
7. Good attendance record. 
8. Possess a working knowledge of basic computer operation. 
9. Knowledge and experience in menu planning, ordering and inventory of supplies, 

recipe conversions, portion control standards and food presentation. 
10. Knowledge and experience in operating and proper maintenance of kitchen 

equipment. 
11. Knowledge and experience in staff supervision and delegation of job assignments. 
12. Must have demonstrated knowledge and experience in quantity food 

prep/cooking for more than 200 people. 
13. Must be able to follow oral and written directions from the Food Service Director. 
14. Ability to handle all catering functions, including assignment of time, duties, 

ordering, and catering slips. 
15. Must be able to maintain confidentiality. 
16. Ability to perform all basic skills of addition, subtraction, multiplication, and division. 
17. Knowledge in maintaining daily records and reports required by the Department of 

Education, USDA, and the Health Department. 
18. Successful completion of Kitchen Manager test.  
19. Such alternatives to the above qualifications as the Board may find appropriate. 

 
ESSENTIAL DUTIES & RESPONSIBILITIES 

 
All duties and responsibilities of the Cafeteria Helper position plus the following: 
 

1. Assure food is ordered, delivered and stored appropriately to guarantee daily 



menus are followed and foods/supplies are used efficiently. 
2. Maintain accurate records, inventories, time sheets, and daily schedules. 
3. Utilize government commodities, store appropriately and inventory monthly. 
4. Give direction, written and/or oral, to insure the efficiency of daily operations. 
5. Perform duties and functions assigned and deemed necessary by the nature of the 

work assigned. 
6. Schedule staff for highest efficiency of overall kitchen operation. 
7. Make appropriate decisions for the overall benefit of the School Lunch Program. 
8. Keep lines of communication open between staff, kitchen managers and Cafeteria 

Supervisor. 
9. Maintain good public relations with students, staff, and community; attend learning 

activities, maintain a positive image, and promote the benefits of the School Lunch 
Program. 

10. Other duties as assigned by the Food Service Supervisor. 
 
Additional Responsibilities of Central Kitchen Manager (Oxford High School):  

1. Elementary Schools satellite meals. 
2. Elementary Schools production records. 
3. Elementary Schools order forms. 
4. Elementary Schools menu participation. 

 
 
WORK ENVIRONMENT/CONDITIONS 
 

While performing the duties of this job, the employee is regularly required to walk, 
stand, sit, talk and hear.  Specific vision abilities required by this job include long range 
vision, close vision, color vision, and depth perception.  While performing the duties of 
the job, the employee may be exposed to both inside and outside work, but mainly 
inside work.  The position requires repetitive hand movement, and will require lifting. 

 
(The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  The information contained in this job description is for compliance with the 
Americans with Disabilities Act (ADA) and is not an exhaustive list of the duties performed for this position.  Additional 
duties are performed by the individuals currently holding this position and additional duties may be assigned). 

 
Employee shall remain free of any alcohol or non-prescribed controlled substance abuse in the workplace 
throughout his/her employment in the district. 
 

The Board of Education does not discriminate on the basis of race, color, religion, national origin, sex, 
disability, age, height, weight, marital status, or any other legally protected characteristic in its programs 
and activities, including employment opportunities. 
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