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NCJUSD Job Description – Director of Student Nutrition 

North County Joint Union School District 

500 Spring Grove Road 

Hollister, CA 95023 
 

CLASSIFIED MANAGEMENT POSITION 

 

 

 

JOB TITLE:   DIRECTOR OF STUDENT NUTRITION 

 

SALARY:  See Administrative/Management Salary Schedule 

 

Description of Basic Functions and Responsibilities 

 

The Director of Student Nutrition is responsible for planning, organizing, managing, and 

directing the District’s Child Nutrition Program in accordance with federal and state regulations. 

This role is responsible for the timely and efficient preparation and serving of nutritional meals; 

maintaining the food service facility in an orderly, safe, and sanitary condition; coordinating 

assigned personnel. Technical cooking skills as well as clerical, managerial and organizational skills 

are required.  Maintains records, prepares reports, orders supplies, and completes all requirements to 

keep the Student Nutrition Department compliant. 

 

Directly Responsible To: Superintendent 

 

Examples of Duties: 

 

1. Manages the entire Child Nutrition Program and facility, ensuring compliance with federal 

and state requirements 

2. Oversees the daily operations of the cafeteria program 

3. Plans, coordinates, and assists in the preparation of food in large quantities for serving in the 

school cafeteria 

4. Plans daily, weekly, and monthly food orders within established State guidelines 

5. Develops and implements scratch-cooked, compliant recipes to meet nutritional requirements 

and students’ needs while ensuring appealing and nutritionally balanced menus with an 

emphasis on incorporating fresh, locally sourced ingredients 

6. Provides a safety plan ensuring the work site is maintained and operated in a safe and sanitary 

manner 

7. Trains assigned staff in appropriate health and safety regulations and monitors conditions and 

procedures 

8. Ensures that food items are properly prepared, cooked, stored and served in a safe, sanitary and 

timely manner and in accordance with portion control regulations as per State agreement 

9. Oversees kitchen staff in preparing, cooking, serving and packaging all foods and in washing 

and cleaning kitchen equipment, kitchen areas and utensils 

10. Coordinates ELOP after school snacks, testing snacks, and snacks provided to other after 

school programs 

11. Works closely with teachers to plan special menus and bag lunches for field trips 
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12. Orders food items and supplies, keeps inventory records and maintains documentation 

13. Coordinates all equipment maintenance and building repairs with the appropriate District 

personnel. 

14. Completes daily nutritional reports as required by the State 

15. Provides and processes free and reduced lunch applications including direct certification 

16. Acts as a cashier; keeps an accurate record of monies brought in daily from the Food Service 

Program 

17. Oversees the Spring Grove Food Pantry Program and works closely with the San Benito 

County Food Pantry 

18. Develops and revises the District Wellness Policy 

19. Supervises and evaluates food service personnel 

20. Oversees the Cafeteria budget to ensure fiscal solvency 

21. Assumes responsibility for long-range planning as it relates to income, expenditures, program 

costs, equipment, and general budgeting considerations 

22. Prepares for and oversees the State Cafeteria Audit 

23. Monitors State and Federal reimbursements 

24. Apply for and run Seamless Summer Food Program 

25. Monitors all requirements on Child Nutrition Information & Payment System (CNIPS) 

 

Required Qualifications: 

 

1. Knowledge of proper food service sanitation and safety requirements 

2. Knowledge of basic menu planning according to state requirements and nutritional principles 

3. Knowledge of basic record keeping, inventory control and report writing 

4. Knowledge of some complex mathematical calculations 

5. Ability to efficiently and skillfully plan, direct and coordinate a food service operation 

6. Ability to understand and follow directions in an independent manner 

7. Ability to effectively estimate amounts of food and non-food items needed for future food 

preparation and service 

8. Ability to train and coordinate the work of others 

9. Ability to operate and maintain a variety of commercial food service appliances and equipment 

(slicers, large mixers, graters, grinders, knives) in a safe and sanitary manner 

10. Ability to meet the physical requirements necessary to safely and effectively perform the 

required duties 

11. Ability to establish and maintain cooperative work relationships with those contacted in the 

performance of required duties 

12. Knowledge of modern principles and practices of school food service operations; menus that 

meet nutritional and dietary requirements for school-aged children 

13. Proficiency in computer applications related to food service management and relevant District 

adopted programs and software applications 

14. Knowledge of laws, regulations, and procedures governing the receipt and expenditure of 

public funds 

15. Knowledge of federal and state regulations for the Child Nutrition Program 

Training, Experience and Educational Requirements: 

 

1. Completion of the twelfth grade; college coursework desired 
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2. Possession of a valid Food Handler’s Certificate or willingness to obtain one 

within 30 days of hire 

3. Food Manager’s Certificate or willingness to obtain one as required 

4. Valid Serv-Safe Certificate 

5. Managerial experience desired 

6. Experience dealing with school age children 

7. Two years of experience in quality food preparation 

8. Experience supervising and managing employees 

9. Possession of a valid California Driver’s License 

 

 

Physical Effort/Work Environment 

 

The following essential physical requirements:    1. Seldom 

       2. Occasional 

       3. Often 

       4. Frequent 

 

 

1. Ability to stand or sit for prolonged periods of time (4)  

2. Ability to walk, twist, stoop, crouch, kneel, bend over, grasp, reach overhead, push 

and pull (4) 

3. Ability to hear and understand speech at normal levels (4) 

4. Ability to read (4) 

5. Ability to communicate so others will be able to clearly understand normal 

conversation (4) 

6. Ability to grasp and manipulate small objects (4) Ability to lift and carry twenty-

five pounds (4) 

7. Normal manual dexterity and hand-eye coordination required to operate cafeteria 

equipment using both hands (3) 

8. Knowledge of methods, materials, tools and equipment used in cafeteria work (4) 

9. Ability to operate cleaning equipment (3) 

10. Ability to operate office equipment requiring repetitive hand movement and fine 

coordination including use of a computer keyboard (4) 
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Work Environment: 

 

1. Indoor food service work environment 

2. Fast-paced work environment with changing priorities 

3. Cold from walk-in refrigerators and freezers 

4. Noise level is moderate and occasionally loud 

5. Exposure to heat from ovens, hot foods and equipment 

6. Handling knives, slicers, and other sharp objects 

7. Exposure to cleaning chemicals 

 

The information contained in this job description is for compliance with the Americans 

with Disabilities Act (ADA) and is not an exhaustive list of duties performed for this 

position. Additional duties may be assigned. 

 

 

Board Approved: 5/13/25 


