Board of Directors Meeting

February 11, 2009

Attachment A-I
Suffolk Community College Association

Eastern Campus

Job Description
Position Title:                               Day/Evening Manager     

Department:                                 Dining Services
Supervisor:                                   Director of Dining Services and Baker’s Workshop
Major Administrator:              Associate Dean of Student Services
General Responsibilities:          The Day/Evening Manager of the Eastern Campus Dining

                                                    Services is responsible for overseeing the overall operation  

                                                    and supervision of the cafeteria and catering. 

Qualifications:                           Food Manager’s Certificate and 2-3 years prior food

                                                    service experience required; Associate degree in culinary 

                                                    arts, dietetic technician or related field and prior

                                                    supervisory experience preferred.

Specific responsibilities:   

1. Supervising staff on days/or evenings and Saturdays.

2. Coordinating day/evening and weekend catering as necessary.

3. Food preparation, customer service and cash operations.

4. Overseeing the cleanliness, and operation of appropriate shift. 

5. Cost control.  Portion control.  Waste log tracking.  Recipe adherence. 

6. Ensure compliance with H.A.C.C.P. and B.O.H. standards and regulations.

7. Weekly and monthly ordering and inventory control.

8. Ordering of all food, paper goods, and beverages as assigned.

9. Other duties as assigned by the Director of Dining Services and Baker’s Workshop.

