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JOB TITLE:


FOOD SERVICE CLERK

QUALIFICATIONS:

1. High School diploma or equivalent.
2. Clerical and secretarial experience preferred.
3. Ability to manage time and tasks.
4. Excellent computer skills required, Microsoft Excel™ preferred.

REPORTS TO: 

Food Service Director
JOB GOAL:  
To assist the Food Service Director and Food Service Secretary/Bookkeeper to meet the needs of the food service program. 


.
PERFORMANCE RESPONSIBILITIES:

1. Process invoices for payment.

2. Perform routine office duties as assigned.

3. Assist Food Service Director with food transfers and catering.

4. Substitute for other food service employees as directed by the Food Service Director.
5. Act as back up to Food Service Secretary/Bookkeeper including implementation of payroll when necessary.

6. Assume all other duties and responsibilities as assigned by the Food Service Director. 
TERMS OF EMPLOYMENT:

The school calendar plus one week following the closing of schools. 
EVALUATION:


Performance of the job will be evaluated annually by the Food Service Director.
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