
 

 

Position: Chef, Kitchen & Dining Room Manager 
Specifics:  Part-time position requiring 20 hours per week; 2:00 pm – 7:00 pm 
during school year, 9:00 -2:00 during summer months  
 
Brief Job Description: 

(1)  Prepare meal plans for all JIFF events (2) Prepare daily meals governed by the American 
Culinary Arts Federation and Serve Safe Food handlers (3) Maintain proper inventory of food needs 
and supplies for the culinary program, and (4) Manage the Kitchen facilities and equipment to include 
cleaning the entire area as needed 

Primary Responsibilities: 

 Production of daily meals for all participating youth and Case Managers, approx. daily 

 Maintain a proper meal count at all times to be turned in to bookkeeping by 5th of month 

 Preparation of meal plans monthly 

 Requisition of supplies, including food, cleaning supplies, paper products, etc. as well as 
supervise intake of inventory to assure accuracy and proper temperature control of inventory. 

 Maintain clean, organized and well-equipped Pantry Storage 

 Establish and maintain effective working relationships with co-workers   

 Supervise trainees through on-the-job training, demonstrating professional culinary techniques 
and methods as well as projecting a professional attitude and manner at all times. 

 Work with trainees, utility staff and volunteers to maintain clean, safe and organized work 
environment. 

 Performs other duties and responsibilities as assigned by his/her supervisor.  
 

Education, Certifications, and Work-Related Experience:  

 Diploma in Culinary Arts preferred or related field from regionally or nationally accredited 
culinary school or technical or community college. 

 Experience working in commercial kitchen preferred (references will be checked)  

Technical Competencies and Skills:  

 Have excellent organizational skills and be extremely detail-oriented.  

 Works independently with little direct supervision.  

 Works as part of a team.  

 Accepts responsibility and is self-motivated.  

 Demonstrates strong work ethic to achieve goals.  

 Displays effective multi-tasking and time management skills.  

Physical Requirements: 

 Performs concentrated efforts of sweeping, mopping, wiping, scrubbing and washing to ensure 
sanitation measures of facilities, dishes and equipment.  (May utilize assistant and/or volunteers 
when available.) 


