SBBC: NEW

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

JOB DESCRIPTION

POSITION TITLE:

CONTRACT YEAR:

PAY GRADE:

BARGAINING UNIT:

Assistant Coordinator, Food & Nutrition Services
Twelve Months
22

BTU-TSP

PREFERRED QUALIFICATIONS

EDUCATION:

EXPERIENCE:

EDUCATION:

EXPERIENCE:

An earned bachelor’s degree from an accredited institution
with specialization in Administrative Dietetics, Food and
Nutrition or Institutional Management.

Minimum of one (1) year, within the last three (3) years, of
food service experience in menu compliance, production,
ordering, and receiving. Experience with USDA Meal
Guidelines and Meal Patterns.

OR

An earned associate’s degree from an accredited institution
with specialization in Administrative Dietetics, Food and
Nutrition or Institutional Management.

Minimum of four (4) years, within the last six (6) years, of
food service experience in menu compliance, production,
ordering, and receiving. Experience with USDA Meal
Guidelines and Meal Patterns.

MINIMUM QUALIFICATIONS

EDUCATION:

EXPERIENCE:

Standard high school diploma or satisfactory completion of
an approved General Educational Development (GED)
Testing Program.

Minimum of eight (8) years, within the last ten (10) years,
of school food service experience in menu compliance,
production, ordering, and receiving. Experience with
USDA Meal Guidelines and Meal Patterns.
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ADDITIONAL QUALIFICATIONS

REQUIRED: Possession of a valid Florida Drivers License. Effective
written and oral communication skills.

PREFERRED: Bilingual skills

REPORTS TO: Coordinator, Food and Nutrition Services

SUPERVISES: Assigned clerical staff

POSITION GOAL.: Assist in coordinating procurement, budget, menu and

recipe management functions including USDA Commodity
Food inventory and usage. Provide administrative support
to the Food and Nutrition Services Department.
Responsible for maintaining and monitoring quality control
and adherence of vendors to bid specifications and
minimum criteria.

ESSENTIAL PERFORMANCE RESPONSIBILITIES:

The Assistant Coordinator, Food & Nutrition Services shall:

1.

o N

10.

work with the Coordinator in the Procurement Management Services on bid
specifications and Food Purchase Orders management. Monitor vendors and
schools to ensure that bid products are meeting specifications of bid. Manages
the menu utilizing USDA Commodity foods and controls purchased foods usage
to ensure adherence to fiscal controls.

assist Food & Nutrition Service Managers and Food Service Coordinator on a
daily basis with problems and concerns regarding products, deliveries and weekly
food ordering. Adheres—to quality assurance guidelines. Conducts on-site
visitations to food distribution and storage facilities to ensure quality control.
assist and coordinate budget and menu management, including food cost control.
Ensures effective fiscal control of food purchase and sales. Participates in the
menu committee.

coordinate and supervise promotional and merchandising campaigns conducted in
Broward County Public Schools Food and Nutrition Service Program to enhance
the food service program and increase revenue.

supervise food product testing and evaluation in conformance with USDA and
District’s nutrition requirements and guidelines.

update and incorporate recipe information into the on-line automated recipe
system.

maintain catalog of food labels.

maintain nutrient information on the department website

coordinate and assist the Food and Nutrition Services Coordinator with provision
of food services for Red Cross Emergency Shelters.

perform other duties related to general administrative responsibilities of the

position.
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11.  conduct surveys to determine customer needs and satisfaction level.

12.  perform and promote all activities in compliance with equal employment and
nondiscrimination policies of The School Board of Broward County, Florida.

13.  participate in training programs offered to enhance the individual’s skills and
proficiency related to the job responsibilities.

14. review current developments, literature and technical sources of information
related to job responsibilities.

15.  ensure adherence to good safety procedures.

16.  follow federal and state laws, as well as School Board policies.

17.  perform other duties as assigned by the Director, or designee.

SIGNIFICANT CONTACTS - frequency, contact, purpose, and desired end result:
Effective interaction with the general public, staff, teachers, parents, and
administrators. Maintains and monitors quality control and adherence of vendors
to bid specifications and minimum criteria.

PHYSICAL REQUIREMENTS:
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10
pounds of force as frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District's approved
compensation plan. Length of the work year and hours of employment shall be
those established by the School Board.

FLSA OVERTIME CATEGORY:
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION:
Performance will be evaluated in accordance with Board Policy.



