
FAITH TO FACE MINISTRIES JOB DESCRIPTION

SUMMER FEEDING PROGRAM ADMINISTRATOR

June 3, 2014

QUALIFICATIONS:
1. Bachelor’s degree
2. Background in service industry
3. Physical fitness and emotional stability to carry on the job
4. Valid NYS license and operable vehicle

REPORTS TO:
Program Coordinator

DUTIES:
To assist in the implementation of the assigned Summer Feeding meal program

WORK HOURS:
As assigned and determined by the Coordinator (20 hours weekly; based on program demand)
July & August (project-based; summer season only; based on SFSP grant)

SALARY:
Range ($11.50 - $14.00) per hour (based on experience)

EMPLOYEE CLASSIFICATION:
Summer Feeding Program Administrator

RESPONSIBILITIES:
The Program Administrator shall be responsible for:

Specific Duties:
1. Supporting the development of menus for the SFP that meet the USDA’s National School Lunch

guidelines.
2. Order supplies and foodstuffs necessary for preparation and execute delivery of all meals.
3. Coordinate schedules for preparation of food, packaging meals and storage for transit
4. Maintain the Summer Feeding Budget and System updates
5. Maintain all meal count records

6. Assists other personnel as may be required for the purpose of supporting them in the
completion of their work activities

7. Performs other duties as assigned.

Qualifications:
1. Good interpersonal skills, patience, diplomacy and high level of customer service skills.
2. Ability to work independently and in a team with ability to work well in a fast-paced environment.

Attention to detail required.
3. Interaction with volunteers, groups.
4. Good oral and written communication skills.
5. Well organized and the ability to work under pressure.
6. Good computer skills including the ability to offer basic instruction using MS Word, Excel,

Outlook and Internet Explorer.
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7. Maintaining positive work habits.
8. Performing duties efficiently and productively.
9. Maintaining and/or upgrading skills.
10. Maintaining personal qualities appropriate for assigned job.

PERFORMANCE STANDARDS:
The following performance standards and indicators further define the job responsibilities of a program
administrator:

A. Work Habits
1. Performs duties involved in the safe preparation and handling of food, cleaning

and sanitizing of equipment and facilities.
2. Practices safety precaution measures in all phases of food service operation.
3. Participates in implementing cost containment measures while maintaining quality.
4. Exhibits knowledge of operating Summer Feeding Program Regulations and all equipment,

work techniques and methods of performing duties.
5. Maintains regular attendance.
6. Exhibits punctuality.
7. Exhibits enthusiasm.
8. Exhibits self-confidence.
9. Demonstrates good work judgment by working to capacity.
10. Able to make sound decisions

B. Performance
1. Follows the Program Coordinator instruction in managing and running Summer Feeding

regulations and procedures
2. Produce and provide copies of menus as proof that the NYS Department of Health Standards &

Regulations for Nutrition are being met.
3. Maintains required forms and records as assigned by Program Coordinator.
4. Advises Program Coordinator of repairs needed to equipment.
5. Keeps Program Coordinator informed of pertinent situations.
6. Works under stress efficiently and effectively.
7. Works under supervision of the Program Coordinator without complaining, but is willing to

give suggestions.

C. Personal Qualities
1. Strives for good public relations with customers, co-workers, supervisor and community.
2. Cooperates with principal, faculty, students and food service staff to make the food service

program an integral part of the total school.
3. Has an interest in merchandising food and increase participation in school food service.
4. Has an interest in children.
5. Maintains a neat and appropriate appearance.
6. Projects good health habits.
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7. Has health and stamina to perform job effectively.
8. Maintains self-control.
9. Accepts constructive criticism.

This institution is an equal opportunity provider.


