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Cutler-Orosi Joint Unified School District 

 

Food Service Clerk 

Salary Range: Range 14 FLSA: Non Exempt Unit: Classified  

 
 

DEFINITION 
 
Under the direction of an assigned supervisor, provide a variety of office support activities to an assigned 
school site, which may include word processing, data entry and organization, record keeping, report 
preparation and filing; perform daily cash accounting and operation of point of sale/cash register terminal; 
provide information and assistance to the general public; and perform related duties as assigned.  
 

SUPERVISION RECEIVED AND EXERCISED 
 
Receive general supervision from assigned supervisory or management personnel.  Exercise no 
supervision of staff.  

 
CLASS CHARACTERISTICS 

This is an entry-level classification.  Initially under close supervision, incumbent with basic clerical 
experience will perform basic office support duties, including document preparation, record keeping, 
compiling and organizing information from various sources; perform daily cash accounting and operation 
of point of sale/cash register terminal.    Employee receives only occasional instruction or assistance as 
new or unusual situations arise and is fully aware of the operating procedures and policies of the work 
unit.  The Food Service Clerk classification provides diversified clerical support to the food service 
department requiring an understanding of a process or functional area.  This class is distinguished from 
the Food Service Worker I in that the latter is responsible for food preparation and serving and related 
kitchen duties. 

 
EXAMPLES OF ESSENTIAL FUNCTIONS 

Incumbent may perform any combination of the essential functions shown below.  This position 
description is not intended to be an exhaustive list of all of the duties, knowledge and abilities associated 
with this classification, but is intended to accurately reflect the principal job elements. All of the duties 
listed below are considered to be “essential” with the exception of “Other duties as assigned.” 

 Operate a computerized Point of Sale (POS) system; monitor student input of Personal Identification 
Numbers (PIN’s); scan student identification cards; enter alternate meal selections as necessary; 
prepare and print required POS reports each day.  Report overages and shortages. 
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 Identify a complete reimbursable meal at the Point-of-Sale. 
 Follow the assigned sites safety plan (HACCP). 
 Package finished food products for serving, replenish containers as necessary. 
 Sell a la carte items at assigned site and maintain accurate reconciliation of cash and inventory.  
 Perform cashiering duties, including collecting money and making change; balance cash and 

inventory at the close of service; prepare daily deposits; maintain appropriate records.  
 Compile and distribute information and forms to parents, students and others as needed. 
 Operate a variety of office equipment including a copier, fax machine, postage meter, calculator, 

typewriter and a computer. 
 Assist in assuring proper stock levels are maintained at serving windows and counters. 
 Record the quantity of food used for each meal; count and stock coolers; count leftover food.  
 Perform general cleaning duties to ensure work areas and equipment are clean and sanitary; wash, 

dry and put away equipment; keep work area safe by cleaning up spills quickly.  
 Assist with processing free and reduced-price meal applications. 
 Maintain file of Medical Accommodation Forms for students at assigned site(s). 
 Verify and review forms and reports for completeness and conformance with established regulations 

and procedures; apply District, departmental, school and/or program policies and procedures in 
determining completeness and accuracy of applications, records and files. 

 Greet and assist students, parents and other visitors and direct them as appropriate. 
 Perform other related duties as assigned; assist in cafeteria as needed. 
 

QUALIFICATIONS 
 
Knowledge of and Ability to:  

 Observe all District safety work practices and policies; proper lifting techniques, trip and fall 
prevention and strain prevention; maintain assigned work area in a clean, safe and secure manner.  

 Use basic first aid and CPR methods. 
 Use basic math and cash accounting skills including decimals, fractions and percentages to compute 

food service records for reporting, make change and reconcile accounts; maintain accurate records. 
 Follow and understand safety, health and sanitation requirements. (HACCP). 
 Understand and use modern office practices, methods, record keeping, file maintenance and 

computer equipment and applications, including word processing applications. 
 Use positive techniques for providing a high level of customer service by effectively dealing with 

parents, students, staff members and the community. 
 Use tact, patience and courtesy. 
 Maintain consistent, punctual and regular attendance. 
 Maintain personal appearance, grooming and language patterns that provide a satisfactory example 

to pupils. 
 Possess the personal characteristics generally recognized as essential for public employees, 

including the demonstration of: integrity, initiative, emotional maturity, dependability, good judgment 
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and ability to work cooperatively; be reliable and have the ability to empathize. 
 Operate a Point of Sale (POS) computer terminal and make change accurately. 
 Maintain confidentiality regarding students, parents, staff and others. Establish, maintain and foster 

positive and effective working relationships with those contacted in the course of work. 
 Understand and follow oral and written instructions using proper English, spelling, vocabulary, 

grammar and punctuation; use English effectively to communicate in person, over the telephone 
and/or in writing; apply common sense understanding to carry out instructions provided. 

 Meet schedules and critical time deadlines; complete work with many interruptions. 
 Type at 30 WPM corrected. 
 Learn and understand the operation of the District as necessary to assume assigned responsibilities; 

use tact, initiative, prudence and independent judgment within policy and legal guidelines. 
 Establish, maintain and foster positive and effective working relationships with those contacted in the 

course of work. 
 Meet the physical demands and environmental elements required by the position. 

  
EDUCATION AND EXPERIENCE:  
Education: 

 High school diploma or equivalent. 
 AA Degree or post-secondary training in Office Management preferred. 

Experience: 

 Two years in an office/clerical/cashiering setting preferred. 
 
LICENSES AND CERTIFICATIONS: 
Licenses and Certifications are conditions of initial and continuing employment. 
 
 Possession or ability to obtain a ServSafe Certification or National Registry Certification within the 

probationary period. 
 Possession of and ability to maintain a valid California Driver’s License. 
 Submit, at applicants own expense, his/her DMV motor vehicle driving record at the time of 

appointment.  Failure to meet this requirement may result in disqualification. 
 Mileage reimbursements are available for employees required to drive a personal vehicle.  
 Possession of or ability to obtain a First Aid Certificate and CPR Certificate within the first six (6) 

months of employment. 
 
OTHER REQUIREMENTS; 

 Ability to communicate effectively in Spanish, both orally and in writing is preferred. 
 Other skills/performance tests may be required depending on the assignment.  These may include, 

but are not limited to, writing, reading, math, excel and other job based skill/competence 
assessments 
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WORKING CONDITIONS 

The work environment and physical demands of the position as described are representative of those 
that must be met by an employee to successfully perform the essential functions.  Reasonable 
accommodations may be made to enable individual to perform the essential functions of a specific 
position. 

 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard food services setting and use standard office equipment, 
including a computer; to operate a motor vehicle to travel to assigned sites. Corrected vision abilities 
required, include: close vision, color vision, distance vision, peripheral vision and the ability to adjust 
focus; vision to read printed materials, a computer screen and to drive a vehicle to conduct work.  
Hearing and speech abilities required to communicate in person and over the telephone.  The job 
involves frequent standing and walking around the kitchen.  Finger dexterity is essential to access, enter 
and retrieve data using a computer keyboard or calculator.  Employee occasionally bends, reaches 
overhead, reaches above shoulders and horizontally; stoops, kneels, and pushes and pulls carts with 
equipment and other kitchen items.  Employee occasionally lifts, moves and carries objects that typically 
weigh up to 40 pounds. 
 
 
ENVIRONMENTAL ELEMENTS  
 
Employee works in both a kitchen/cafeteria and office environment and is occasionally exposed to 
moderate to loud noise levels, with constant interruptions, controlled temperature conditions and little 
direct exposure to hazardous physical substances.  Employee may be exposed to cleaning chemicals, 
fumes and food allergens.  Employee may interact with upset or hostile staff and/or public and private 
representatives in interpreting and enforcing departmental policies and procedures.  Stress is an integral 
part of this job in dealing with people and meeting deadlines and workload requirements. Employee may 
be exposed to blood, infectious diseases and body fluids when rendering First Aid and CPR. 
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