





School Nutrition Director Job Interview Guide




Competency-Based Interview Guide
Overview
Competency-based interviews focus on discovering how a candidate performed in specific work-related tasks, challenges, and other aspects of a previous or current job. This interview technique allows the potential employer to identify the key competencies of a potential employee, or the key qualities required to be successful in a position.
School Nutrition Director Competencies
	Financial Management

	Develops and oversees a financial management system that supports school meal program operations and ensures alignment with program goals and regulatory requirements.

	Establishes cost control goals to effectively manage the school meal program.

	Food Production and Operations Management

	Develops a management system that upholds high standards for quality food production.

	Establishes operational systems that ensure effective management of food production and ser-vice.

	Food Security, Sanitation, and Safety

	Establishes policies and procedures to ensure food is prepared and served in a sanitary and safe environment.

	Provides leadership in creating safe work environments for school nutrition operations.

	Emergency Preparedness

	Develops a systematic approach to address emergency and disaster situations.

	Human Resource Management

	Establishes a human resource infrastructure for the school meal program that complies with school district policies as well as federal, state, and local regulations.

	Develops and implements a process for recruiting, hiring, retaining, and promoting qualified school
nutrition staff in compliance with the school district’s written procedures and labor laws.

	Designs a comprehensive needs-based training infrastructure that enhances learning and improves job skills.

	Marketing and Communications

	Works collaboratively and effectively within and outside the school meal program to achieve pro-gram-related goals.

	Develops and implements customer-oriented approaches to achieve and maintain quality service and engagement.

	Actively promotes the school meal program to internal and external stakeholders.
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School Nutrition Director Competencies (Continued)
	Menu and Nutrition Management

	Develops guidelines for planning menus that comply with nutrition objectives and support operational goals of the school meal program.

	Provides leadership to support the nutrition and wellness initiatives within the school district.

	Procurement and Inventory Management

	Develops procurement guidelines that comply with established regulations and support operational goals of the school meal program.

	Establishes operational procedures to effectively manage receiving and inventory systems.

	Program Management and Accountability

	Establishes a system to ensure nutritional, financial, and regulatory accountability of the school
meal program.

	Provides leadership to position the school meal program as an integral component of the school district.
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Competency-Based Interview Guide
Candidates can and should draw from previous work experience and non-work experiences to respond to interview questions. As you approach candidates, keep in mind the following steps for conducting competency-based interviews:
1. Preparation
· Familiarize yourself with the job description and competencies required for the school nutrition director.
· Review the list of competency-based interview questions below that are tailored to assess the desired knowledge, skills and behaviors.
2. Introduction
· Start the interview by introducing yourself and providing an overview of the interview process.
· Encourage candidates to draw from both their work and non-work experiences to respond to questions.
3. Asking Questions
· Pose competency-based interview questions one at a time, allowing candidates sufficient time to formulate their responses.
· Use probing techniques such as asking for specific examples or clarifications to ensure comprehensive responses. Some examples are provided below:
Can you walk us through what you did first? How did you measure success?
What was the outcome?
What would you do differently?
· Maintain a neutral and non-judgmental demeanor to create a comfortable environment for open communication.
4. Active Listening
· Listen attentively to candidates' responses, paying close attention to the details of their examples and experiences.
· Take notes to capture key points and examples provided by the participants.
5. Evaluation
· Assess candidates' responses against predetermined criteria provided for each competency.
· Consider the depth of their examples, the relevance of their experiences, and the effectiveness of their actions in addressing the given situations.
· Use the standardized rating scale provided to evaluate candidates' proficiency in each competency.
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6. Follow-Up Questions
· If necessary, ask follow-up questions to seek clarification or gather additional information about specific aspects of the candidate's response.
· Ensure that follow-up questions are focused and directly related to the competency being assessed.
7. Conclusion:
· Conclude the interview by thanking the candidate for their time and participation.
· Offer an opportunity for candidates to ask any questions they may have about the role or the organization.
· Provide information on the next steps in the selection process and when they can expect to hear back from you.
By following these steps, you can conduct effective competency-based interviews that enable you to assess candidates' knowledge, skills, experiences, and suitability for the role.


(1) Financial Management
Core Competencies
· Develops and oversees a financial management system that supports school meal program operations and ensures alignment with program goals and regulatory requirements.
· Establishes cost control goals to effectively manage the school meal program.
Sample Interview Questions
1. Describe your approach to managing a program budget.
2. Tell us about a time you implemented cost-saving measures without compromising quality.
Work Samples
· Bug reports
· Cost analyses
· Audit Results
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:
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(2) Food Production and Operations Management
Core Competencies
· Develops a management system that upholds high standards for quality food production.
· Establishes operational systems that ensure effective management of food production and service.
Sample Interview Questions
1. How do you ensure quality and efficiency in meal production?
2. Describe an operational improvement you led.
Work Samples
· SOPs
· Production logs
· Workflow diagrams
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:




(3) Food Security, Sanitation and Safety
Core Competencies
· Establishes policies and procedures to ensure food is prepared and served in a sanitary and safe environment.
· Provides leadership in creating safe work environments for school nutrition operations.
Sample Interview Questions
1. How do you ensure food safety across all sites?
2. Give an example of creating a safe work environment.
Work Samples
· HACCP logs
· Inspection reports
· Training records
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:




(4) Emergency Preparedness
Core Competencies
· Develops a systematic approach to address emergency and disaster situations.
Sample Interview Questions
1. How have you prepared a feeding plan for emergencies or school closures?
Work Samples
· Emergency plans
· COOP documents
· Crisis reports
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:
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(5) Human Resource Management
Core Competencies
· Establishes a human resource infrastructure for the school meal program that complies with school district policies as well as federal, state, and local regulations.
· Develops and implements a process for recruiting, hiring, retaining, and promoting qualified school nutrition staff in compliance with the school district’s written procedures and labor laws.
· Designs a comprehensive needs-based training infrastructure that enhances learning and improves job skills.
Sample Interview Questions
1. Describe your process for recruiting and retaining staff.
2. How do you design training to improve staff skills?
Work Samples
· Training logs
· Recruitment plans
· PD records
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:
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(6) Marketing and Communications
Core Competencies
· Works collaboratively and effectively within and outside the school meal program to achieve program-related goals.
· Develops and implements customer-oriented approaches to achieve and maintain quality service and engagement.
· Actively promotes the school meal program to internal and external stakeholders.
Sample Interview Questions
1. How do you communicate program goals to stakeholders?
2. Give an example of promoting the program externally.
Work Samples
· Newsletters
· Social media posts
· Stakeholder Engagement plans
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:




(7) Menu and Nutrition Management
Core Competencies
· Develops guidelines for planning menus that comply with nutrition objectives and support operational goals of the school meal program.
· Provides leadership to support the nutrition and wellness initiatives within the school district.
Sample Interview Questions
1. How do you ensure menus meet nutrition objectives?
2. How do you support district wellness initiatives?
Work Samples
· Cycle menus
· Nutrition analyses
· Wellness campaign materials
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:
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(8) Procurement and Inventory Management
Core Competencies
· Develops procurement guidelines that comply with established regulations and support operational goals of the school meal program.
· Establishes operational procedures to effectively manage receiving and inventory systems.
Sample Interview Questions
1. How do you manage procurement compliance?
2. Describe a time you improved inventory management.
Work Samples
· Procurement logs
· Inventory reports
· Vendor contracts
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes:

(9) Program Management and Accountability
Core Competencies
· Establishes a system to ensure nutritional, financial, and regulatory accountability of the school meal program.
· Provides leadership to position the school meal program as an integral component of the school district.
Sample Interview Questions
1. How do you maintain overall program accountability?
2. How do you promote the program’s value district-wide?
Work Samples
· Audit reports
· Program evaluations
· Stakeholder communications
Candidate Response:
	


Scoring & Notes Overall Competency Proficiency Score (1–4): 	 Notes: 
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