School Name and Information Here
Competency-Based Job Description
	Position Information

	Position Title:
	Click or tap here to enter text.	Position Type:
	Choose an item.

	Location:
	Click or tap here to enter text.
	Date Posted:
	Click or tap to enter a date.

	Level/Salary Range:
	Click or tap here to enter text.
	Closing Date
	Click or tap to enter a date.

	Qualifications

	Education
	Emphasis/Major (If Applicable)
	Preferred/Required

	High School Degree or GED
	N/A
	Choose an item.
	Associates 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.
	Other: Click or tap here to enter text.
	Choose an item.	Choose an item.
	Work Experience
	Years of Experience
	Preferred/Required

	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.
	Food Service
	Choose an item.	Choose an item.
	Food Service Management
	Choose an item.	Choose an item.
	Other: Click or tap here to enter text.
	Choose an item.	Choose an item.
	Credentials
	Preferred/Required

	Serve-Safe
	Choose an item.
	Registered Dietitian
	Choose an item.
	School Nutrition Specialist (SNS)
	Choose an item.
	SNA Level 1
	Choose an item.
	SNA Level 2
	Choose an item.
	SNA Level 3
	Choose an item.
	Other: Click or tap here to enter text.
	Choose an item.



	

Competencies

	Personnel Management
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Sanitation, Safety, and Security
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Facility and Property Management
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Marketing, Communication, and Customer Service
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Procurement and Inventory management
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Nutrition and Meal Management
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Financial Management and Accountability
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.
	Meal Preparation and Service
	Preferred/Required

	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Choose an item.	Choose an item.
	Other Knowledge and Skills 
Click here to enter text.
	Choose an item.




Approved by:
I certify that to the best of my knowledge this job description is accurate and complete.
													
Supervisor Signature						Date
													
Department Head Signature					Date
													
District Level Signature						Date



































How to Use Sample Job Description Template

General Function and Scope

The School Nutrition Manager supervises all aspects of the site-wide school nutrition program. They perform a variety of job functions essential to the successful operation of the school-based child nutrition program. Job functions include personnel management; sanitation, safety, and security; facility and property; marketing; financial management and accountability; and meal preparation and service. 

The job responsibilities encompassed within these functional areas can be divided into one or more managers’ positions as considered appropriate for the school nutrition program.
The information provided in the Competency, Knowledge and Skills for School Nutrition Managers resource is a framework for School Nutrition administrators to design School Nutrition manager positions and create job descriptions. Below are step-by-step instructions on how to use the sample job description template to create School Nutrition manager job descriptions at the district level.

	Step 1: In the boxes marked “click or tap here to enter text” enter the information required for the job description. In the boxes marked “choose an item” there are drop down menus to choose your selection. For example, in Position Type, the choices are “Full-Time” or “Part-Time”. In the Date Posted and Closing Date section, a calendar is available within the text “click or tap here to enter date”. The calendar appears for you to choose the appropriate date(s).
	[image: ]



	[image: ]
	Step 2: Choose the qualifications required or preferred for the position. Where it says ”choose an item”, use the drop down menu to choose your selection. If there is an item that says “Click or tap here to enter text” enter the appropriate text for the job description. **Please note that you can delete rows as needed to complete the job description. To do this, you must select and highlight the row or rows you want to delete using your computer mouse. Under Table Tools (at the top of the page), click the Layout tab. In the Rows & Columns group, click Delete. Select Delete Rows.  



	Step 3: In the Competencies section, there are eight (8) functional areas. Under each functional area, you may select the competency that is preferred or required for the job description. These competencies are listed in drop down boxes in the left column of the table. The last item under each functional area is titled Other Knowledge and Skills. This section allows you to add any additional knowledge and skills preferred or required to do the job. In the box marked “click here to enter text” enter the information. In the second column, choose whether this competency, knowledge, or skill is preferred or required using the drop-down menu. **Please note that you can delete rows as needed to complete the job description. To do this, you must select and highlight the row or rows you want to delete using your computer mouse. Under Table Tools (at the top of the page), click the Layout tab. In the Rows & Columns group, click Delete. Select Delete Rows.  
	[image: ]





	[image: ]
	Step 4: In the footer, the date and time form is 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 for approvals. These titles are examples and may be changed to fit the institution’s needs.
	[image: ]




Additional Editing Notes: Any row in the document can be deleted to format the job description to meet the needs of your School Nutrition Program. To do this, you must select and highlight the row or rows you want to delete using your computer mouse. Under Table Tools (at the top of the page), click the Layout tab. In the Rows & Columns group, click Delete. Select Delete Rows.    
							2
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Competency-Based Job Description

Position Title: Click or tap here to enter Position Type: Choose an item.
Location: or tap here to enter Date Posted: Click or tap to enter a
date.
Level/Salary Range: Click or tap here to enter Closing Date Click or tap to enter a
text. date.
Qualifications
Empbhasis/Major Preferred/Required
(If Applicable)
High School Degree or GED N/A Choose an item.
Associates Degree Choose an item. Choose an item
Education = -
Bachelor's Degree Choose an item. Choose an item.
Master’s Degree Choose an item. Choose an item.
Other: Click or tap here to enter Choose an item. Choose an item
text
Years of Preferred/Required
Experience
School Nutrition Choose an item. Choose an item.
School Nutrition Management Choose an item. Choose an item.
Work District Level
Experience
School Nutrition Management Choose an item. Choose an item.
School/Unit Level
Food Service Choose an item. Choose an item.
Food Service Management Choose an item. Choose an item.
Type Preferred/Required
Serve-Safe Choose an item.
Registered Dietitian Choose an item.
School Nutrition Specialist (SNS) Choose an item.
Credentials SNA Level 1 Choose an item.
SNA Level 2 Choose an item.
SNA Level 3 Choose an item.
Other: Click or tap here to entel Choose an item.
text.

Form updated: 7/3/2018 10:05 AM {Initials Here}
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Competency-Based Job Description

Nutrition and Meal Management Preferred/Required
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item,
Financial Management and Accountability Preferred/Required
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Meal Preparation and Service Preferred/Required
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Choose an item. Choose an item.
Approved by:

| certify that to the best of my knowledge this job description is accurate and complete.

Supervisor Signature Date
Department Head Signature Date
District Level Signature Date

Form updated: 7/3/2018 10:05 AM {Initials Here}
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