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Job Description

POSITION:  
Director of Culinary Services
REPORTS TO:
Administrator
DEPARTMENT:
Culinary Services
EXEMPT/ NONEXEMPT:
Exempt
REVISED:
September 2014
GENERAL DESCRIPTION:

The primary purpose of your job position is to plan, organize, develop, and directing the day-to-day functions of the Culinary Department in accordance with current federal, state, and local standards, guidelines, and regulations that govern our facility, and as may be directed by the Administrator, to ensure that the highest degree of quality nutritional services is maintained at all times.

As Director of Culinary Services, you are delegated the administrative authority, responsibility, and accountability necessary for carrying out your assigned duties. 

Every effort has been made to identify the essential functions of this position. However, it in no way states or implies that these are the only duties you will be required to perform. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or is an essential function of the position.

MAJOR DUTIES AND RESPONSIBILITIES:
A. Administrative Functions: 

1. Plan, develop, organize, implement, evaluate, and direct the day-to-day functions of the culinary department, in accordance with current rules, regulations, and guidelines that govern long-term care facility. 

2. Develops, maintains, and updates our written policies and procedures that govern the day to day functions of the culinary department. 

3.  Ensure that the Culinary Departments policy and procedure manual is current at all times and reflects the day to day procedures used by the facility. 

4.  Assists in developing and implementing a culinary service organizational structure.

5. Annually reviews the department’s policy and procedures manuals with the Administrator. 

6. Ensures that all culinary staff follows their respective job descriptions.  Participates in developing, maintaining, and periodically updating the written job descriptions for each level of culinary personnel in accordance with pertinent laws and regulations. 

7. Make written and oral reports/recommendations to the Administrator as necessary/required concerning the operation of the culinary department. 

8. Protects and maintains confidentiality of resident’s information and resident’s rights. 

9. Participate in facility surveys (inspections) made by authorized government agencies as requested by the administrator. 

10. Assists in the development of plans of correction for deficiencies identified in order to be in compliance with all Federal and State regulations. 

11. Maintains a cooperative, cohesive, and harmonious relationship with all department managers and administrative personnel in order to ensure the continuity of the residents’ total regimen of care. 

12. Inspects and maintains the culinary areas are in a clean, sanitary and safe condition (i.e. kitchen, storeroom, cooler/freezer). 

13. Makes daily rounds/inspections to assure that dietary personnel are performing required duties and assure that appropriate dietary procedures are being rendered and meet the needs of the Health Care Center. 

14. Coordinates culinary services to assure uninterrupted services. 

15. Monitors culinary personnel to assure that they are following established safety regulations, sanitary guidelines, dress code, equipment use, etc. 

16. Ensures that dietary personnel participate in and conducts all fire and disaster preparedness drills in a safe and professional manner. 

17. Ensures that culinary personnel follow established infection control procedures when isolation precautions become necessary. 

18. Implements and maintains procedures for reporting hazardous conditions or equipment. 

19. Recommends equipment and supply needs of the culinary service department. 

20. Makes periodic inspections to check proper equipment operation. 

21. Assures that stock levels of staple/non-staple food, supplies, equipment, etc. are maintained at adequate levels at all times. 

22. Ensures that only trained and authorized personnel operate the dietary service equipment. 

23. Takes direction and recommendations from consulting dietician and administrator. 

24. Arranges for refreshments/meals on special occasions. 

25. Maintains a file of tested standard recipes, alternate meal schedules. 

26. Maintains preparation books for cooks and bakers

27. Implements procedures which ensure that dietary services and food are used in an efficient manner to avoid waste. 

28. Responsible for and/or delegating responsibility for calculating thermometers in the Heath Care Centers culinary department. 

29. Make sure that appropriate protective clothing are readily available for handing hazardous materials or bodily fluids. 

30. Follows culinary policy and procedures.

31. Coordinates culinary meetings. 
32. Occasionally changes schedule or works overtime to meet the needs of the culinary department.

B. Committees 

1. Serves on and participates in weekly leadership meeting, QAPI meetings, departmental meetings. 

2. Prepares written and/or oral reports of the culinary service programs to submit to such meetings. 


C. Personnel

1. Determines the staffing needs of the culinary department with the support of the Administrator. 

2. Assist in the recruitment, interviewing and selection of personnel for the culinary department. 

3. Responsible for training new staff

4. Schedules department work hours (including vacation and holidays), work assignments. 

5. Recommend to the administrator the number and level of culinary personnel to be employed. 

6. Counsels and disciplines culinary staff as necessary. 

7. Ensures that disciplinary action is administered fairly and consistently without regard to race, color, creed, national origin, age, sex, religion, or handicap. 

8. Terminate employment of personnel when necessary, documenting and coordinating such actions with the HR Director and/or administrator. 

9. Reviews and checks competence of dietary personnel and make necessary adjustments/corrections as deemed necessary. 

10. Completes performance evaluations for the culinary department.

D. Staff Development

1. Participate in developing, planning, conducting and scheduling in-service training classes that provide instructions on “how to do the job” and ensure a well-educated culinary department. 

2. Develop, implement, and maintain an effective orientation program that orients the new employee to the department, its policies and procedures, and to his/her job position and duties.

3. Provide leadership training that includes the administrative and supervisory principles essential for the culinary department.

4. Assist support services in developing, implementing, and conducting in-service training programs that relate to the culinary department.

5. Attend and participate in continuing educational programs designed to keep you abreast of changes in your profession, as well as to maintain your license on a current status.

6. Ensure that all department personnel attend/complete facility mandatory in-service training programs as scheduled.

E. Assessment and Care Plan Functions

1. Develop preliminary and comprehensive assessments of the culinary needs of each resident.

2. Develop a written plan of care (preliminary and comprehensive) for each resident that identifies the problem/needs of the resident and the goals to be accomplished for each problem/need identified.

3. Encourage the resident/family to participate in the development and review of the resident’s plan of care.

4. Assist in the scheduling of culinary care plans and assessments to be presented and discussed at each committee meeting.

5. Ensure that all culinary personnel are aware of the care plan and that care plans are used.

6. Review nurses’ notes to determine if the culinary care plan is being followed.  Report problem areas to the DON.

7. Review and revise care plans and assessments as necessary, but at least quarterly.

8. Develop and maintain a good rapport with all services involved with the care plan to ensure that a team effort is achieved in developing a comprehensive plan of care.

F. Budget and Planning:
1. Forecast needs of the department.

2. Assist in preparing and planning the culinary department’s budget for food, equipment, supplies, and labor and submit to the Administrator for review, recommendations, and approval.

3. Make departmental adjustments in order to conform to approved budget, and/or as dictated by an analysis of the monthly operating statement.

4. Report suspected or known incidence of fraud relative to false billings, cost reports, kickbacks, etc.

G. Resident Rights:

1. Maintain the confidentiality of all resident care information including protected health information. Report known or suspected incidents of unauthorized disclosure of such information.

2. Ensure that all culinary personnel are knowledgeable of the resident’s rights and responsibilities, including the right of refusal.

3. Review complaints and grievances made by the resident and make a written/oral report to the Administrator within indicating what action(s) were taken to resolve the complaint or grievance. Follow facility’s established procedures.

4. Participate in resident/group council meetings as requested and provide support services to such council.

5. Maintain a written record of the resident’s complaints and/or grievances that indicates the action taken to resolve the compliant and the current status of the complaint.

EDUCATION & EXPERIENCE:

1. Must have minimum of high school education.

2. Minimum of twenty-one years of age.

3. Two years of experience in a cooking capacity preferred.

EQUIPMENT OPERATION:

1. Operates and maintains equipment according to facility policies and     manufacturer’s specifications:

· Blender


   
●   Meat Slicer

· Coffee Maker


●   Steam Table

· Dishwasher



●   Tilt Skillet

· Ice Machine 


●   Stove

· Garbage Disposal


●   Mixer

· Trash Compactor


●   Ovens

· Plate Warmer


●   Steamer

· Microwave



●   Robot Coupe

· Toaster





SPECIFICATIONS – MENTAL/PHYSICAL:
1. Performs tasks in confined setting for entire shift.

2. Heat, air conditioning, and humidity are controlled by the facility’s central system with variations in temperature on either side of the normal 72 degrees.

3. Exposure to 0 degree temperature in freezer.

4. Exposure to 35 degrees temperature in cooler.

5. Exposure to increased temperatures and humidity near cooking battery.

6. Exposure to constant stress of working with sick residents and their families.

7. Exposure to residents who are confused, irrational, demanding, and agitated.

8. Routinely lifts objects weighing up to 75lbs.

9. Stands and walks on hard surface entire shift.

10. Bends stoops and turns often.

11. Exerts considerable force in pulling and pushing daily.

12. Hearing ability must be sharp to understand residents and their needs.

13. Visual ability must be sharp to read diet cards and spread sheets.

14. Ability to think clearly and react calmly during emergency situations and assist with possible evacuation of residents.

15. Able to read, write, and speak English.

16. Must live close enough to Village to be available and respond to an emergency situation within a reasonable time.

17. Must have a telephone and accept responsibility for emergency calls.

18. Be able to work beyond normal working hours, on weekends, etc. as necessary.

19. Is subject to frequent interruptions, able to move intermittently throughout the work day.

20. Must be able to cope with the physical, mental, and emotional stress of the position.

21. Is exposed to potentially hostile or emotionally upset residents, family members, staff, etc.

RELATIONS WITH OTHERS:
1. Maintains good relations with residents and their families.

2. Communicates clearly and maintains good relationships with staff.

LEARNING PERIOD REQUIRED:
1. Ninety day orientation period required.

WORK ENVIRONMENT:

1. Indoors – works in well lighted and ventilated areas.  Subject to possible falls, odors, and injuries from equipment.  May be exposed to infectious waste, diseases, chemicals, and various viruses, including Hepatitis B and AIDS.

2. Outdoors – possible exposure to weather extremes.

This position description contains the major responsibilities required to perform this job.  These responsibilities may change at any time to better meet the needs of our clients, residents, or agency.

I have read the Position Description and Job Specific Standards for this position, and fully understand their contents.
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