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FNSBSD JOB DESCRIPTION 

Job Title: Nutrition Services Assistant Director - Operations 

Supervisor: Director of Nutrition Services Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 6 
 
Job Summary 
Assists the nutrition services director in planning, coordinating, and directing the district-wide 
nutrition services operation in compliance with local, state, and federal regulations. Provides 
leadership, training, supervision, and evaluation to/of department staff. Oversees the National 
School Lunch, Breakfast, and Afterschool programs for compliance with USDA guidelines and 
department policies.  
 
Essential Job Functions 
Designs, develops, and delivers department wide training and materials for staff. Conducts or 
arranges continuing education for department staff and maintains training events and records 
mandated by the National School Lunch Program (NSLP) professional standards regulations to 
ensure compliance. 
 
Develops, implements, and monitors department Hazard Analysis Critical Control Procedure 
(HACCP) plan and safety training programs. Provides new hire training in food safety and safe 
work practices.  
 
Trains and monitors staff in proper food preparation techniques, presentation, serving, cleaning, 
sanitizing, stock rotation, inventory management, record keeping, internal cash controls, and 
other assigned tasks.  
 
Provides basic computer and software instruction to department staff to perform regularly 
assigned job tasks.  
 
Recommends implementation of improvements in service, equipment, food preparation, 
personnel assignments, and facilities. 
 
Interviews applicants and makes hiring recommendations for department positions. 
 
Writes, participates in, and conducts employee evaluations and other personnel related tasks.  
 
Utilizes automated record keeping software and computers to monitor and maintain records and 
generate reports. 
 
Consults with department staff and vendors to resolve ordering, supply, distribution, and serving 
issues. 
 
Develops recipes, performs required nutrient analysis, and creates related production records.  
Collaborates with nutrition services director in the development of menus and testing of food 
products. 
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Creates and evaluates monthly produce bids. Oversees weekly compilation of department 
produce and milk orders. Responsible for order creation and submittal to vendor.  
 
Communicates with administrators, nutrition services staff, parents, and outside agencies for the 
purpose of exchanging information and resolving concerns related to the department. 
 
Creates department reports and forms. Reviews local, state, and federal reports for correctness. 
 
Maintains NSLP direct certification student eligibility data. 
 
Assists with updating and maintaining the department’s inventory. Assists with food, supply, and 
equipment specifications and bids. 
 
Conducts site reviews to ensure compliance with state and federal regulations as well as district 
rules and procedures. 
 
Coordinates repairs of mechanical systems and kitchen equipment for safety and sanitation 
compliance; submits work orders as necessary.  
 
Performs department related accounting, personnel, and payroll processes.  
 
Perform tasks at school sites such as assisting with food preparation, sanitation, serving, safety 
and customer service; and operates computerized cash register. 
 
Assists with technology and marketing for the nutrition services department. 
 
Assumes responsibility for the operation of the nutrition services department in the absence of 
the director.  
 
Non-Essential Job Functions  
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment, including a PC Windows OS computer, printer, copy equipment, fax 
machine, and 10-key calculator. Standard commercial kitchen equipment. May occasionally use 
district-owned vehicle. 
 
Independent Decisions 
Responsible for decisions related to the department in the absence of the director. Significant 
independent decision making required in areas of technology, food service operation, 
equipment repair, and management of employees. 
 
Primary Working Contacts 
Works cooperatively with nutrition services staff, parents/guardians, outside agencies, 
administrative center and building administrative staff in a problem solving capacity.  
 
Responsibility for Cash, Equipment, Safety 
Assists with maintaining department budget, accounts payable, and cash receivables. 
Responsible for routine care of equipment. Ensures safe working practices for department 
operations.  
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Supervision Received and Exercised 
Provides oral and/or written instructions to department staff, including but not limited to 
secretaries, kitchen managers, kitchen aides, central kitchen and warehouse staff. Receives 
oral and/or written instructions from the nutrition services director.  
 
Unusual Working Conditions 
Work is performed in a variety of locations to include normal office settings with periods sitting at 
a desk and/or computer terminal, school sites, and central kitchen. Frequent travel to sites is 
required and performed all year regardless of weather. Fast-paced work environment requiring 
the ability to multi-task.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking and 
hearing. Requires visual acuity to operate equipment and read technical and safety information. 
The employee is regularly required to reach with hands and arms and occasionally lift items 
weighing up to 50 lbs. at least waist high. Must be able to use carts, ladders, dollies, and stools 
to assist in moving or shelving items. Repetitive motions with wrists, hands, and fingers may 
also be required. Must be able to communicate by oral and written means in an appropriate 
business manner. Must have cognitive skills to understand directions, readily recall facts and 
details, handle conflict professionally, and make effective decisions under pressure. 
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Two (2) years of post-secondary education with emphasis in food services management, 
food and nutrition, dietetics, family and consumer sciences, nutrition education, culinary 
arts, business, or a closely related field. Relevant experience may be substituted for 
education on a year for year basis. 

2. Five (5) years of supervisory and training experience in a position with similar level of 
responsibility. Relevant education may be substituted for experience on a year for year 
basis. 

3. Knowledge of the National School Lunch Program and nutrition and health department 
guidelines.  

4. Proficient in skill-based computer competencies and use of peripherals to perform the 
functions of the job, such as internet use, email, Microsoft Office programs, document 
creation, organizing and editing.  

5. Strong public speaking and oral and written communication skills in English. 
6. Organization skills sufficient to develop efficient work methods and meet deadlines. 
7. Proficient mathematical skills including general accounting techniques. 
8. Strong critical thinking and problem solving skills. 
9. Ability to manage multiple tasks with frequent interruptions, use time efficiently, 

demonstrate attention to detail, follow instructions, and respond to management 
direction. 
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10. Ability to promote and follow Board of Education policies, administrative regulations, and 
ESSA negotiated agreement. 

11. Ability to follow department policies and standardized practices and procedures. 
12. Ability to work with detailed information/data and maintain strict confidentiality of written 

or oral information and records. 
13. Ability to work within a team, communicate with diverse groups, and positively represent 

the department. 
14. Ability to interact with internal and external customers in a courteous, tactful and 

pleasant manner, sometimes in stressful and busy situations. 
15. Ability to recognize the importance of safety in the workplace, follow safety rules, 

practice safe work habits, utilize appropriate safety equipment, and report unsafe 
conditions to the appropriate administrator. 

16. Per DEC regulations, must have or be able to pass ServSafe course within first 45 days 
of employment and maintain certification. 

17. A valid Alaska driver’s license and use of a personal vehicle. Must be able to provide 
proof of vehicle insurance and registration in order to gain access to military installations. 

 
The following is preferred: 

1. Bachelor’s degree in food services management, food and nutrition, dietetics, family and 
consumer sciences, nutrition education, culinary arts, business, or a closely related field.  
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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