Economic Opportunities Council of Indian River County, Inc.
Job Description

Job Title: 
 Cook/Dishwasher
Department:    Head Start

Reports To:
Health and Nutrition Specialist
FLSA Status:
Non-exempt (Hourly; Full-Time)

Revised:
April 2018
SUMMARY
The Cook/Dishwasher is responsible for the preparation and service of healthy, nutritious meals and cleanup associated with these activities. This staff person keeps inventory records of all supplies and daily records of meals served. The Cook/Dishwasher is responsible for maintaining a safe, clean, well-organized workstation, including all food preparation areas.
EDUCATION and/or EXPERIENCE 

High school diploma or general education degree (GED) and experience in food service required, preferably in childcare setting.

CERTIFICATES, LICENSE, REGISTRATIONS

Maintains Level II Background Clearance and Adult and Pediatric CPR-First Aid Certification. 
Safe Food Handler Certification (Strongly preferred)
Maintains valid Driver’s License and regular access to reliable transportation; Maintenance of required motor vehicle insurance with the minimum coverages set by the State. 

ESSENTIAL DUTIES AND RESPONSIBILITIES
Prepares and serves visually appealing, healthy and nutritious meals in accordance with the meal plan created under the guidelines of required performance standards (HHD, AYFC, OCD, etc.).  
Serves all children a nourishing breakfast; serves all children who have not received breakfast upon arrival at the program.
Maintains awareness of number of meals to be served during each meal period and ensures enough food is prepared, including additional food for students wanting second portions. 
Notifies the Health/Nutrition Specialist when nutritional, quality & freshness are questionable or not up to performance standards. Does not serve food that is of low quality or freshness. 

Strictly complies with all sanitary policies and practices; notifies the Health/Nutrition Specialist when standards are not being maintained.

Ensures all food preparation areas are clean and free of dust, dirt, food particles, and grease deposits. 
Maintains exceptional person hygiene while working, including wearing clean, unsoiled clothing, maintaining fingernails which are clean, polish and/or acrylic free, and well-trimmed (not exceeding ¼” in length), and wearing proper head covering while working in food preparation areas, such as hats or hair nets.
Ensures gloves are worn at all times while preparing food and are changed between tasks, such as transitioning from handling prepared foods to uncooked foods. Uses gloves when handling prepared foods, including the passing out of snacks. 
Washes hands regularly in designated hand-wash sinks only. Washes hands by applying soap and scrubbing vigorously for 15-20 seconds under warm water. Always washes hands between food tasks, before handling food, and/or whenever changing gloves. Dries hands with disposable paper towel, using towel to turn off faucet. Uses alcohol based (min. 70% alcohol) hand sanitizers in addition to, but not in place of, traditional hand washing.
Ensures all cold food stored in refrigerators maintain a temperature of 40°F or less, and food stored in freezers maintain a temperature of 0°F or less. Checks cold storage temperatures daily and records temperatures on temperature log twice daily (beginning and end of each shift). 
Ensures cold food are stored properly and according to minimum internal cooking temperatures (for example: raw chicken stored under, not above, non-ground beef).

Maintains food at requisite temperatures to ensure food safety; understands temperature danger zones. 

Ensures food frozen prior to expiration date is used within periods set by DCF regulation and within seven (7) days of thaw date; ensures thawed foods are properly labeled with use-by date. 

Receives shipments of food and supplies from approved suppliers; check-in inventory to ensure quantities delivered match invoice; makes notation on invoice and immediately notifies Health and Nutrition Specialist in case of shortages.
Checks temperatures of cold food deliveries prior to receiving; does not accept food held at temperatures exceeding 40°F. Immediately notifies Health and Nutrition Specialist of any food which is not received. 

Stocks, labels, and rotates food ensuring First-in, First-out (FIFO) inventory method; ensures food and supplies being pulled for use have labels indicating earlier received on dates than food not being pulled. 

Washes all dishes and utensils. Uses three compartment dishwashing sick ensuring a compartment for wash, rinse, and sanitize. Checks sanitizer levels every two hours using test strips; adjusts sanitizer level as required to ensure sanitizer levels are maintained according to manufacturer recommendation. Records sanitizer level test results on sanitizer record log. 

Ensures all food and supplies are properly dated with received by and use by dates.

Inspects and sterilizes all appliances that are in contact with food.  Makes sure that all cooking & eating utensils are sterilized after use.

Inspect food storage areas frequently for cleanliness and keep area well organized; clean, sanitize, and organized food storage areas, as directed by the Health and Nutrition Specialist. 
Attend all in-service training sessions and keep up with any possible changes in meal plans or cooking procedures.
Provides active supervision both inside and outsides the classroom and ensures all health and safety practices are being implemented to keep children safe at all times. 

Reports actual or suspected child abuse in accordance with DCF’s mandated reporter reporting requirements.
Attends meetings as required by the Head Start Director

Assists in other departments, including bus monitoring, as needed; relieves other staff for break periods, as required. 
Assists in training for new hires, as needed
Performs related duties, as required

OTHER REQUIREMENTS

Ability to cooperatively and effectively work with all Agency staff.
Ability to work at any site served by the Agency; Available for worksite relocation based on Agency need. 
Analytical Skills: Ability discern large amounts of different information and make decisions based on needs and budget concerns.
Attention to Detail: Quality control and compliance is a large part of the job. Making sure cleaning, sanitation and safety standards are maintained, or efficiencies are discovered, is key.

Language Skills: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups, employees, and management. 

Mathematical Skills: Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent.
Reasoning Ability: Ability to apply common sense understanding to carry out instructions furnished in written and oral form.  Ability to deal with problems involving multiple variables.
WORK ENVIRONMENT AND PHYSICAL DEMANDS

This position requires standing for extended periods, working in hot food preparation areas, exposure to heat and sanitizing and cleaning chemicals. 

Tasks may involve kneeling, bending, reaching, pushing, pulling, and extending. Additionally, certain tasks involve possible exposure to blood, bodily fluid or tissue, and communicable disease.
Tasks may involve lifting objects weighing up to fifty (50) pounds, handling tools or utensils, using shared restrooms, offices, office equipment, and telephones. 

The physical demands described herein are representative of those required of an employee to successfully perform the essential functions of this job. Reasonable accommodation provided to enable individuals with disabilities to perform the essential job duties and functions listed in accordance with state and federal law.
	Acknowledgement and Statement of Understanding


I have received a copy of this job description. I have reviewed the job description and I understand all my job duties and responsibilities. I can perform the essential functions as outlined. 

I understand that my job may change on a temporary or regular basis according to the needs of my location or department without it being specifically included in the job description. If I have any questions about job duties not specified on this description that I am asked to perform, I should discuss them with my immediate supervisor or the Human Resources Manager

I further understand that future performance evaluations and merit increases to my pay are based on my ability to perform the duties and responsibilities outlined in this job description. I have discussed any questions I may have had about this job description prior to signing this form.
_____________________________________________                    _________________

Employee Signature                                 
                                        Date
_________________________________________

Employee Printed Name
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