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Family YMCA of greater augusta
Job Title: Food Planning Manager
FLSA Status: Seasonal Non-Exempt
Job Grade: 

Reports to: Program Director
Revision Date: January 2021
Position Summary: Under the direction of the Program Manager the incumbent is responsible for the menu, inventory of food/supplies, and food orders for the Summer Food Program.
Supervision Exercised: n/a
Typical Physical Demands:
Requires a full range of motion, including strong back, legs and arms for occasional lifting (i.e., Helping unload trucks, etc.), requires good flexibility , stress can be high with scheduling demands, fast paced with high energy required.

Typical Working Conditions:  Working at a computer for prolonged time, and standing to complete inventory counts, moving boxes, and putting up inventory.
Job Segments:

1. Observes and promotes safe work practices and procedures.
2. Develops menu for the food program in compliance with USDA and State and Health Regulations for Child Nutrition Programs. 
3. Conducts inventory of the food in stock Bi-weekly. Checks for expiration dates and encourage production Food Manager to use that that expires first.
4. Submits food orders based on menu, meals needed for the week and inventory on hand. 
5. Coordinates with Food Production Manager the appropriate quantity of food needed. 
6. Accurately completes and submits all required paperwork to Accounting for food purchased.
7. Communicates effectively with the Program Director keeping them informed of operational concerns and any changes based on inventory and menu updates.
8. Develops and creates processes and procedures
9. Ensures that production staff have and are following correct menu and items.
10. Adheres to uniform and personal hygiene requirements.
11. Accepts and demonstrates the Character Development Values of Caring, Honesty, Respect, and Responsibility.
12. Performs all other duties as assigned.
Education/Experience:

· High School Diploma or satisfactory completion of the GED.
· ServSafe preferred.
· Certifications required within 45 days of hire: CPR/AED, BBP, and First Aid

· Excellent interpersonal and problem-solving skills with the ability to effectively manage others. 
· Excellent computer skills and experience with standard business software.
· Ability to relate effectively to diverse groups of people from all social and economic segments of the community
· Position requires a clear criminal background check. 
Effect on End Results:
This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and directed by their supervisor.  Job description and duties may be modified when deemed appropriate by management.
I HAVE READ, UNDERSTAND AND ACCEPT THE ABOVE JOB DESCRITION AS A CONDITION OF MY EMPLOYMENT.

______________________________

______________________________

Employee/Date




Branch Director/Date
