







Competency-Based Job Description Template




How to Use the
Competency-Based Job Description Template
General Function and Scope
The school nutrition director performs various job functions essential to the successful operation of the school meal program. These job functions fall under nine functional areas: financial management; food production and operations management; food security, safety and sanitation; emergency preparedness; human resource management; marketing and communications; menu and nutrition management; procurement and inventory management; and program management and accountability. The job responsibilities encompassed within these functional areas can be divided into one or more positions as appropriate for the school meal program.
The information provided in the Competencies, Knowledge, and Skills of Effective School Nutrition Directors resource is a framework for school nutrition administrators to design school nutrition director positions and to create job descriptions. Below are step-by-step instructions on how to use the sample job description template to create school nutrition director job descriptions:
Step 1 Position Information: In the boxes next to Position Title, Location, and Level/Salary Range marked “click or tap here to enter text,” enter the information required for the job description. In the box next to Position Type marked “choose an item,” click on the drop-down menu and select either “Full-Time” or “Part-Time”. In the boxes next to Date Posted and Closing Date, there is a calendar that opens for you to choose the date needed.
Step 2 Qualifications: In this section, utilize the drop-down boxes marked “choose an item” to select the desired qualifications for the position. Within each qualification area (Education,
Work Experience, and Credentials), a box marked “other: click or tap here to enter text” has been provided to enter additional qualifications as needed.
Step 3 Competencies: In this section, there are nine (9) functional areas. Under each functional area, choose the competency preferred or required for the job description. In the second column, choose whether this competency is preferred or required using the drop-down menu. Please note that you can delete or add rows as needed to complete the job description.
Step 4: In the footer, the date and time form are updated and will change automatically. The person editing the form may add initials to identify who updated the form if they prefer.
Step 5: Once the job description is complete, distribute it for review and approval as needed.
Note: Our job description template serves as a versatile tool that can be utilized by each school district to craft job descriptions tailored to meet specific district requirements. District
administrators have the option to adapt and customize the template according to the unique needs, priorities, and standards of their districts. Alternatively, the template can be used as it is created, providing a comprehensive foundation for defining the roles and responsibilities of school nutrition directors within the district. We encourage collaboration and communication between district administrators and relevant stakeholders to ensure that job descriptions accurately reflect the objectives and expectations of each district.
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Competency-Based Job Description Template
Position Information
Position Title:	{Enter Position Title Here} 	 Work Location:	{Enter Work Location Here} 	 Division/Department:  {Enter Division/Department Here} 	 Reports to:	{Enter Title of Supervisor Here} 	 Level/Salary Range:  {Enter level/salary range here} 	 Date Posted:	{Click down-arrow on right to choose a date} 	 Closing Date:	{Click down-arrow on right to choose a date} 	

	QUALIFICATIONS

	
Education
	Select Emphasis or Major Below (If Applicable)
	Select
Preferred, Required ,
or N/A
	
N/A

	High School Diploma or GED
	N/A
	Choose an item.	☐
	Associate’s Degree
	Choose an item.	Choose an item.	☐
	Bachelor’s Degree
	Choose an item.	Choose an item.	☐
	Master's Degree
	Choose an item.	Choose an item.	☐
	Doctoral Degree
	Choose an item.	Choose an item.	☐
	Apprenticeship Program
	Choose an item.	Choose an item.	☐
	Certificate Program
	Choose an item.
	Choose an item.	☐
	On-the-Job Training
	Choose an item.	Choose an item.	☐
	Other: (Click or tap here to
enter text.)
	
	
	☐



	
Work Experience
	Select Number of Years or Experience Required Below
	Select
Preferred, Required ,
or N/A
	
N/A

	School Nutrition
	Choose an item.	Choose an item.	☐
	School Nutrition Management
District Level
	Choose an item.	Choose an item.	☐
	School Nutrition Management
School/Unit Level
	Choose an item.	Choose an item.	☐
	Foodservice Management (Commercial)
	Choose an item.	Choose an item.	☐
	Other: (Click or tap here to
enter text.)
	Choose an item.	Choose an item.	☐




	
Certification and Credentials
	
Preferred
	
Required

	ServSafe®
	☐	☐
	ServSafe® Proctor
	☐	☐
	ServSafe® Instructor
	☐	☐
	ServSafe® Dual Role
	☐	☐
	Registered Dietitian/Registered Dietitian Nutritionist
	☐	☐
	School Nutrition Specialist (SNS)
	☐	☐
	Other (Click or tap here to enter text.)
	☐	☐
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	COMPETENCIES

	Financial Management
	Preferred
	Required

	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.
	☐	☐
	ServSafe® Instructor
	☐	☐
	ServSafe® Dual Role
	☐	☐
	Food Production and Operations Management
	Preferred
	Required

	Develops a management system that upholds high standards for quality food production.
	☐	☐
	Develops and implements operational systems that ensure effective management of food production and service.
	☐	☐
	Food Security, Sanitation and Safety
	Preferred
	Required

	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
	Preferred
	Required

	Develops a systematic approach to address emergency and disaster situations.
	☐	☐
	Human Resource Management
	Preferred
	Required

	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.
	☐	☐
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	Marketing and Communications
	Preferred
	Required

	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.
	☐	☐
	Menu and Nutrition Management
	Preferred
	Required

	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
	Preferred
	Required

	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
	Preferred
	Required

	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.
	☐	☐

Approved by:
I certify that, to the best of my knowledge, this job description is accurate and complete.


Superintendent Signature	Date

Department Head Signature	Date

District Level Signature	Date
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