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      Our Mission: Memories….. Every Day, Every Way.

JOB DESCRIPTION
JOB TITLE:
DINING SERVICES MANAGER
RESPONSIBLE TO:

Administrator/Director of Dining Services
SUPERVISORY 

RESPONSIBILITIES:  
Dining Assistants and Cooks
CLASSIFICATION:

Non-Exempt
QUALIFICATIONS:

· Minimum of high school diploma or equivalent.

· Minimum of one (1) year experience in dining services in a long term care facility or other related medical facility.

· Knowledge of dining services methods and equipment.

· Ability to make independent decisions, to follow instructions, and to accept constructive criticism. 
· Ability to assist in menu development.

· Ability to assist in ordering supplies and managing the departmental budget.

· Ability to communicate effectively and work cooperatively with residents, personnel and stakeholders.
· Ability to lead and assist in supervision of assigned personnel.
· Ability to plan, organize, prioritize and implement the day to day operations of Dining Services.
· Ability to perform routine, repetitive tasks with frequent interruptions

· Numerical ability necessary for recipe preparation and measuring of cleaning agents and chemicals

· Good motor coordination and manual dexterity are required for various work routines such as lifting, pushing, pulling and moving equipment, supplies, etc.  

· Must have a telephone or designated contact phone number.
· Ability to work flexible hours.
· Ability to perform essential job functions.
· Ability to speak, write and read English in an understandable manner.

OVERALL EXPECTIONS:
Each employee is responsible to uphold the Mission, Vision and Core Values established by Grand JiVanté and to adhere to the Standards of Conduct as outlined in the Employee Handbook.
SPECIFIC JOB DUTIES:
	Responsibility:  Food and Beverage Coordination

	Essential Job Duties

	Act in the absence of and be accountable to the Administrator/Director of Dining Services.

	Oversee the day-to-day Dining Services operations according to established Dining Services procedures and standards.  

	Plan and implement menus in conjunction with the Dietician.

	Ensure that food and supplies are purchased within budgetary and scheduling guidelines

	Ensure food is nutritional, appetizing, prepared as planned and served in a timely and pleasant manner.

	Ensure that special individual dietary needs are met.

	Monitor food production, maintaining use of standardized recipes and menus and ensuring proper preparation and storage of food and supplies.

	Work with Administrator/Director of Dining Services to prepare work schedules, revise and assure compliance.

	Coordinate daily Dining Services with all other Grand JiVanté Services to meet resident needs.

	Seek out cost-saving measures and use resources effectively and efficiently.

	Assist Administrator/Director of Dining Services with training and orientation of new employees.

	Consult with and notify the Administrator/Director of Dining Services regularly regarding areas of concern, recommendations, service assessment and planning.

	Coach and/or counsel dining services personnel in a timely manner.  Oversee, document and notify supervisor of personnel performance issues.

	Report to supervisor or charge nurse any change in habits or physical appearance of residents.

	Be knowledgeable of and follow Federal, State, and Grand JiVanté  rules, regulations, policies, and procedures as they apply to Dining Services.

	Complete any other duties as necessary/appropriate or as assigned. 


	Responsibility:  Safety and Environmental Functions    

	Essential Job Duties

	Assure that assigned work areas are maintained in a clean, safe, comfortable and attractive manner.

	Assure that all established safety, infection control and universal precautions and procedures are followed when performing duties and when using equipment and supplies.

	Implement recommendations from the Infection Control and Safety Committees as necessary. 

	Report all hazardous conditions or equipment, accidents and incidents according to established guidelines.

	Understand and comply with fire and disaster plans; follow established procedures during drills and actual emergencies.  

	Assure that waste is disposed of daily and in accordance with established sanitation procedures.


	Responsibility:  Attendance/Accountability 

	Essential Job Duties

	Perform job duties with a positive approach, communicating a willingness to work cooperatively as part of the Grand JiVanté Team and creating an atmosphere of warmth and community.

	Anticipate, identify and respond to the needs of others in a respectful and accommodating manner.  

	Perform all assigned tasks in accordance with Grand JiVanté  established policies and procedures, and as instructed by supervisor.  

	Take initiative to plan, prioritize and follow through on responsibilities. 

	Seek out, act on, and evaluate new ideas and solutions.

	Attend regularly.  Report to work as scheduled.  Report absences according to policy.   

	Attend department and staff meetings

	Complete in-service training as required in a timely manner.

	Participate in opportunities that enhance personal and professional growth.


	Responsibility:  Resident Rights

	Essential Job Duties

	Maintain confidentiality of resident information per HIPAA regulations.

	Report reasonable suspicion of crime per established policy.

	Assure that the residents’ personal and property rights are maintained.

	Report all complaints and grievances made by the resident.


Working Environment










Hazardous Exposure Category:    Place an “X” in the appropriate category: 

I.  _______ Inherent potential for contact with blood, body fluids or tissues. Appropriate protective measures are required for every employee engaged in Category I tasks.
II.  ___X____ No exposure to blood, body fluids, or tissues, but potential for exposure in usual work. Employees performing Category II tasks don’t need to wear protective equipment, but they should be prepared to put on protective equipment on short notice.

III.  _______ Involves no exposure to blood, body fluids, or tissues, although situations can be hypothesized under which anyone, anywhere, might encounter potential exposure to body fluids.
Physical Requirements:  Lifting Requirements - Place an “X” in the appropriate category:
_____  
Sedentary work - Exerting up to 10 pounds of force occasionally and / or a negligible amount of force frequently to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time, but may involve walking or standing for brief periods of time.  Roles are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.
_____
Light work - Exerting up to 20 pounds of force occasionally, and/or 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  Physical demand requirements exceed those for sedentary work.
___X__ Medium work-Exerting 20 to 50 pounds of force occasionally, and/or 10-25 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.  Physical demand requirements exceed those for light work.
_____ 
Heavy work-Exerting 50 to 100 pounds of force occasionally, and/or 25-50 pounds of force constantly to move objects.  Physical demand requirements exceed those for medium work.
_____   
Very heavy work - Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects.  Physical demand requirements exceed those for heavy work.

Physical Requirements & Frequency -  Place an “X” in each box that is appropriate to the role:
Never= 0%      Occasionally= 1-33% , per shift       Frequently = 34-66%, per shift      Constantly = 67-100%, per shift
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This document does not create an employment contract, implied or otherwise, other than an “at will’ employment relationship.

I have been provided with a copy of this job description. I understand I am responsible to perform the essential functions and responsibilities listed in this description, and that I am to ask my supervisor for clarification regarding any information or statements within this job description I may not understand. I understand that I must be able to safely and successfully perform job related functions with or without reasonable accommodation required by Federal, state and local law.
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