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Food Service Site Lead - Baker 

Cutler-Orosi Joint Unified School District 

 

 

Food Service Site Lead - Baker 

Salary Range: Range 25 FLSA: Non Exempt Unit: Classified  

 
 

DEFINITION 

Under general supervision, leads, trains, organizes and directs the activities of the assigned food service 
staff and performs a variety of cooking or baking duties in the preparation, delivery and service of meals; 
determine quantity of food to be made; conduct and maintain inventory records; and perform related 
duties as assigned. 
  

SUPERVISION RECEIVED AND EXERCISED 
 
Receive general supervision from the Director of Food Services.  Exercise technical and functional 
direction and provides training to lower-level staff. 

 
CLASS CHARACTERISTICS 

This is the advanced level in the food service worker series responsible for overseeing and performing the 
full range of food service preparation, packaging and other related activities involved in the serving of 
food in quantity.  Responsibilities include inspecting and attending to assigned areas in a timely manner 
and providing functional and technical direction to staff.  Incumbent is required to be fully trained in all 
procedures related to the assigned functional area.  This class is distinguished from the Director of Food 
Services in that the latter has overall responsibility for all food service programs, functions and activities 
and for developing, implementing and interpreting public policy.  This class if further distinguished from 
the Food Service Site Lead - Cook in that the latter may supervise multiple sites and oversees a wider 
range of food preparations.  

 
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.” 

 
 Plan, coordinate and supervise the day-to-day operation of a food production kitchen. 
 Order daily and weekly foods and supplies from approved vendors and central warehouse. 
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 Supervise and ensure the quality and quantity of foods prepared; utilize standardized recipes and 
portion control guidelines. Confer with the Director regarding suitable substitutions to menu when 
required; oversee the preparation, packaging, delivery and service of prescribed menu items; take 
food temperatures and maintain proper temperature, record on log sheet; perform cooking or baking.  

 Use a computer system for transactions; perform monthly site inventory using approved methods. 
 Unlock cafeteria and turn on stoves, ovens and other kitchen equipment; secure cafeteria facilities at 

the end of the work-day. 
 Operate kitchen equipment including mixers, ovens, dishwashing and other machines. 
 Maintain safety and sanitary conditions in the cafeteria and ensure compliance with departmental 

rules and regulations; follow the Hazard Analyses Critical Control Point (HACCP) safety plan. 
 Establish, maintain and implement standards of personnel conduct and report problems in work 

performance; establish performance standards and train employees to meet standards at the 
production kitchen; contact substitutes as needed. 

 Plan, schedule, prioritize, and assign work to staff; inspect and assess the quality of work and ensure 
that preparation, delivery, service and inventory control are performed in accordance with District 
standards; fill in for unfinished work, report problems. 

 Prepare a variety of required records and related reports for the food service programs, including 
individual site files, site visitation reports, menu planning worksheets and others documents. 

 Maintain the Districts Wellness Policy for public and employee inspection at each site. 
 Train and provide appropriate work direction to assigned staff including relevant safety precautions; 

assist in the scheduling of staff assignments; provide input on the work performance of staff. 
 Maintain MSDS sheets and labeling; insure that each assigned custodian knows where to find MSDS 

information and how to get assistance; check container labeling on a regular basis. 
 Prepare food for special events/meetings as requested; clean up following the event. 
 Report safety, sanitary and fire hazards to appropriate personnel; report needed maintenance repairs 

to appropriate Food Services Director and on Maintenance Tracker. 
 Perform all of the duties of a Food Service Worker I and II. 
 Use tact, initiative, prudence and independent judgment within policy and legal guidelines. 
 Perform other related duties as assigned. 

 
 

QUALIFICATIONS 
 
Knowledge of and Ability to:  

 Observe all District safe work practices and policies; use proper lifting techniques. 
 Communicate effectively both orally and in writing using correct English spelling, vocabulary, 

grammar and punctuation; follow oral and written instructions in English to distinguish products, 
follow directions and safety precautions. 

 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; be reliable and have the ability to empathize. 
 Maintain personal appearance, grooming and language patterns that provide a satisfactory example 

to pupils. 
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 Possess the personal characteristics generally recognized as essential for public employees, 
including the demonstration of: integrity, initiative, emotional maturity, dependability, good judgment 
and ability to work cooperatively. 

 Understand methods of quantity food preparation and the care and use of food service equipment. 
 Understand and use basic principles of supervision and training. Train, supervise and provide 

significant input on the work performance of assigned staff. 
 Follow federal and state health and safety regulations as they apply to food preparation and services. 
 Make accurate arithmetic computations to compute food quantities required by prescribed menus; 

accurately process cash transactions. 
 Use modern office practices and methods for record keeping, inventory and file maintenance, data 

collection, report preparation and computer equipment and software applications. 
 Plan, schedule, assign and oversee the day-to-day activities of assigned personnel; inspect the work 

of staff, maintain quality control standards; implement effective actions to complete assigned work. 
 Oversee and participate in preparing, cooking, baking and serving a variety of large quantities of food 

efficiently and effectively under time constraints; follow, adjust and extend recipes and make proper 
substitutions; estimate quantities of food required using prepared menus.  

 Understand the organization and operation of the District as necessary to assume assigned 
responsibilities; interpret, apply and explain program, department and District policies and 
procedures; implement the nutritional and educational goals of the District. 

 Demonstrate mental acuity sufficient to perform the essential functions of the position. 
 Accept and carry out responsibility for planning and organizing the kitchen; make appropriate 

decisions without immediate supervision; work independently and exercise good judgment. 
 Be motivated to produce a high quality work product; set priorities and meet critical time deadlines.  
 Observe legal and defensive driving practice and maintain a safe driving record. 
 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.  
 College-level course work in a food service related area preferred. 
 
Experience: 

 Four years quantity food service preparation experience. 
 Demonstrated ability to lead others. 
 Two years in a supervisory capacity in the day-to-day operation of an independent food production 

kitchen preferred. 
LICENSES AND CERTIFICATIONS: 
Licenses and Certifications are conditions of initial and continuing employment. 
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 ServSafe Certification or National Registry Certification. 
 First Aid and CPR Certifications. 
 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.  
 
OTHER REQUIREMENTS:  

 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 

 
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 food services setting, an office setting and use office equipment, 
including a computer. Corrected vision abilities required include color, peripheral, distance and close 
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 use knives and other utensils, grasp pans and other kitchen equipment and to use a 
computer keyboard or calculator.  Employee occasionally bends, stoops, kneels, reaches, pushes, and 
pulls drawers open to retrieve and file information.  Employee occasionally bends, reaches, stoops, and 
kneels to prepare and package food; and pushes and pulls carts with foods and other kitchen items.  
Employee occasionally lifts, moves, and carries objects that typically weigh up to 40 pounds. 
 

ENVIRONMENTAL ELEMENTS  
 
Employee works in a kitchen/cafeteria environment and is occasionally exposed to moderate to loud 
noise levels, cold and/or hot temperatures, including freezers and refrigerators, chemicals and food 
allergens.  Employee is exposed to very hot food, equipment, metal objects, sharp knives, slicers and 
can lids.  Employee may interact with upset 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. 
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