	
	
	



Key Job Responsibilities
Job dEscription for kitchen coordinator  
EMPLOYEE NAME:				HIRE DATE:  
REPORTS TO:  COO	                                                POSITION CLASSIFICATION: Non Exempt
Position Purpose: responsible for preparing nutritious and well-balanced meals for preschool-aged children in accordance with the Child and Adult Care Food Program (CACFP). This role includes preparing breakfast, lunch, and snacks, managing food-related paperwork, maintaining kitchen cleanliness and collaborating with volunteers and staff.
Essential Job Duties: 
All Ballard staff will be expected to utilize agency-provided processes, training, and technology in a disciplined, productive manner to maximize our impact. This includes:
· Outlook Email and Calendar – Daily usage for communication and scheduling.
· Monday.com – Daily usage for task management and project collaboration.
· Phone and Voicemail Systems – Daily usage for client and partner communication.
· Implementation of Training Strategies – Applying learned skills to enhance service delivery.
· Following Process-Driven Strategies – Adhering to established workflows within each department.
· Professional Growth – Using these tools and strategies to continuously develop as a leader in human services.

Meal Preparation:
· Plan menus in accordance with CACFP requirements, nutritional standards and budget limitations.
· Prepare and serve breakfast, lunch, and snacks for children, following CACFP guidelines to ensure age-appropriate, nutritious meals.
· Implement organizational goals for improvement of nutritional value of meals, including use of local fresh produce when available. 
· Highlight different cultural food items and practice implementation of diverse menus
· Highlight whole foods and Kansas agricultural seasons
· Limited use of highly processed and prepackaged foods
· Limited use of refined sugars

CACFP Documentation & Compliance:
· Work with parents/caregivers to complete annual renewal of CACFP income eligibility forms (typically in Sept/Oct)
· Accurately complete and submit all required CACFP documentation and meal count reports.
· Ensure meals meet federal, state, and local nutrition requirements.

Food Safety & Kitchen Management:
· Adhere to all food safety and sanitation guidelines. 
· Maintain and follow kitchen cleaning checklist including daily and monthly tasks to ensure the kitchen is clean and well organized.
· Ensure kitchen equipment is properly maintained and in good working order.
· Ensure safe storage and handling of food items in compliance with food safety regulations.

Volunteer Management:
· Supervise and train kitchen volunteers, providing directions on meal preparation, food safety, and cleanliness.
· Coordinate volunteer schedules and communicate meal preparation needs.

Food Ordering & Inventory:
· Order food supplies, track inventory, and manage stock to avoid shortages or excess waste.
· Maintain budget-conscious purchasing practices.
· Utilize monthly ordering from Sysco for bulk items.
· Representative: Alex Hamilton alex.hamilton@sysco.com (785) 760-3967

Collaboration & Communication:
· Work closely with the Education Director and staff to meet children's dietary needs and preferences.
· Work with others to develop and implement organizational goals related to food service. 
· Current Partners: Master Food Volunteers, Growing Food Growing Health, Good Way Farms, Sunrise Project
· Provide educational opportunities for students to learn about food and healthy eating via Kansas State Department of Education (KSDE) provided lessons/information

Grants and Reporting

[bookmark: _Int_uam1t0qt]Work with Grants and Project Manager on kitchen specific grant applications. Occasionally, the coordinator may be expected to provide information around student income eligibility for reporting purposes. This may also include reporting for grants or funding.

Job Qualifications:
· Experience with menu and meal preparation 
· Experience working with volunteers
· Experience in commercial/service kitchen
· Experience in non-profit organizations 
Required Skills and Abilities: 
· Ability to prioritize and organize work to serve meals and snacks at the scheduled times. 
· Ability to work under pressure, solve problems and effectively manage crisis situations
· Skill with accurately tracking and reporting meal data
· Ability to work independently but also serve as a collaborating team member with Ballard staff and community volunteers
Physical Demands: 
· Lift and move items up to 40 lbs. 
· Sit, stand and walk for extended periods of time 
· Ability to concentrate on detailed information 
· Bend, kneel and reach items 
· Frequent use of hands and fingers to handle or feel objects, tools or controls 
 Work Environment: 
The work environment characteristics described here are representative of those an employee may encounter while performing the functions of this job.  
· Professional kitchen with little discomfort due to such factors as noise, heat, dust, or other adverse factors 
· Duties performed outside involve exposure to weather conditions, dust, loud noises, and insects 
· This is a non-smoking work environment, including all premises and other such areas
· Work extended hours including some evenings and weekends as needed to fulfill staffing for events and community outreach and to meet deadlines
· Limited travel along with associated travel risks 
This job description does not state nor imply that these are the only activities to be performed by the staff member holding this position. Staff is required to follow other job-related instructions and to perform other job-related responsibilities as requested by management. 
In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals. An individual seeking an accommodation should contact human resources. 
A job description is not intended to and does not create an employment contract. The Ballard Center maintains its status as an at-will employer. Employees can be terminated for any reason not prohibited by law.
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