Position Description                                                           [image: image1.jpg]h«
’JLUTH ERAN
v SOCIAL SERVICES




DIRECTOR OF DINING SERVICES
Job Title: Director of Dining Services



Job Code: TBD
Direct Supervisor Title: Executive Director


Salary Grade: TBD
Program Area: Kensington Place         



EEO Classification: Professional
Department Name: Dining Services



LSSCO Classification: Leadership
Department Number: 600




FLSA Status: Exempt



Date Created: 01/2017






Last Date Revised:  

GENERAL SUMMARY:

Plan, organize, develop, and direct the overall operation of the Dining Services department in accordance with current federal, state and local regulations, and American Dietetic Association Clinical Dietetic standards to ensure successful functioning of a quality department.  Quality Assurance program responsibility within the department.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Establishes, implements, monitors, and maintains a system of operational excellence that includes ensuring food quality and quantity, and customer service exceed expectations.

· Provides leadership, development and work direction to dining services staff.  This includes selecting, training, coaching, providing performance feedback, disciplining, and termination of employees as necessary. 

· Develops and manages department budget and finances including but not limited to planning, managing inventory, and ordering supplies. 

· Oversees menu creation ensuring it meets nutritional adequacy, organization, and acceptance of entrée with variety and resident likes. 

· Ensures all activities and operations of the department are in compliance with all federal, state, local, and facility regulations, policies, and procedures.

· Conduct and participate in in-service education, career development, and training for staff. 

· Maintain good working relationships with department and inter-department personnel. 

· Attend facility meetings as assigned

· Perform other duties as assigned.

REPORTING RELATIONSHIPS


SUPERVISES: Executive Chef and Dining Room Manager
EDUCATION:  This position requires a high school diploma and a minimum qualification as a Certified Dietary Manager. 
EXPERIENCE: 
Minimum 5 years experience managing dining services in a healthcare facility or restaurant.
Experience in personnel management, budget and cost control in a food service operation is a plus.  
One year charting experience preferred.
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SKILLS & ABILITIES:

Leadership ability with good communication and organizational skills.

Ability to supervise and secure cooperation of department staff.

Make sound management decisions.

Initiative and problem-solving abilities.

Professional conduct, patience, enthusiasm, and tact.

Knowledge of Microsoft office, spreadsheets, and food service programs.

 OTHER REQUIREMENTS: 
· Flexibility in managing schedule including weekends and evening hours. 
· Valid Ohio driver’s license, access to reliable insured transportation and ability to meet LSS insurance standards required
	Physical Requirements
	Rarely

(0-12%)
	Occasionally

(12-33%)
	Frequently

(34-66%)
	Regularly

(67-100%)

	Seeing: read reports and use computer
	
	
	
	X

	Speaking & Hearing: communication with clients and co-workers
	
	
	
	X

	Standing/Walking
	
	
	X
	

	Climbing/Stooping/Kneeling
	
	X
	
	

	Lifting/Pushing/Pulling up to 25 lbs
	
	X
	
	

	Lifting/Pushing/Pulling 25-50 lbs
	X
	
	
	

	Lifting/Pushing/Pulling 50-100 lbs
	X
	
	
	

	Lifting/Pushing/Pulling over 100 lbs
	X
	
	
	

	Fingering/Grasping/Feeling:    write, type, use phones, etc.
	
	
	
	X

	Sitting for extended periods of time
	
	X
	
	


Working Conditions

Normal office working conditions with the absence of disagreeable elements.

Note: The statements herein are intended to describe the general nature and level of work being performed by employees and are not to be construed as an exhaustive list of responsibilities, duties and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.

I have read the Position Description for this position and fully understand its contents.
__________________________________________

____________________

Employee Signature




Date

