	POSITION DESCRIPTION 
	FLSA Status: Exempt

	Class Title:  Nutrition Director
	Grade: 10-2080

	Department: Unit on Aging
	 Location: Annex Building – Spooner
	
	Date:  11/2018


GENERAL STATEMENT OF DUTIES:  Under the supervision of the Aging Director, directly supervises the activities of the Washburn County Nutrition Program for all county meal sites and performs related work as required by the State of WI Nutrition Operation Policies Chapter 8.2.1. The Nutrition Director is responsible for organizing and monitoring the safe and sanitary service of meals and all other related nutrition program activities carried out at the Washburn County meal sites. 
DISTINGUISHING FEATURES OF CLASS:  This position requires understanding of the overall county Nutrition Program.  It also requires understanding and sensitivity to the needs of older adults and persons with disabilities.  Independent judgment and discretion is required. Important skills and qualities of the Nutrition Director include but are not limited to food handling experience, first aid/CPR/AED certification, group leadership experience, supervisory experience, problem-solving skills, and a warm, non-judgmental personality.
EXAMPLES OF DUTIES PERFORMED:  (Illustrative Only)
· Supervises, plans, coordinates, monitors, and carries out the nutrition program for the county Senior Center meal sites in Minong, Spooner, Shell Lake, Birchwood, and Rise ‘N Dine located at Economart in Spooner. 
· Supervises all of the nutrition staff (FT, PT, LTE, and Substitute) at each of the senior meal sites.
· Regularly provides nutrition education and outreach to community members and providers by publicly speaking at local venues.
· Oversees sites housekeeping and sanitation, ensuring compliance with Federal, State and County regulations by making periodic scheduled visits to each of the dining sites.
· Participates and gives a monthly nutrition program report at the Washburn County Aging & Disability Services Committee meeting.  
· Periodically attends the Senior Center meal sites meetings to provide input and receive feedback on the nutrition program, as needed.  

· Leads a quarterly Nutrition Advisory Committee meeting where appointed citizen advisors for each meal site and Meals on Wheels, along with site managers, will review comment cards, discuss menu options, and discuss other orders of business that best support and maximize the Washburn County Aging nutrition program.   

· Increase consistency and quality of the food served at each of the meal sites.

· Increase the number of congregate meal participants at each of the meal sites.
· Must be ServSafe Complaint and follow the guidelines outlined by the Greater Wisconsin Agency on Aging Resources (GWAAR) within 90 days of hire.

· Compile and analyze data and develop reports so the Aging Director and Board can review.
· Be proficient with various computer programs such as Microsoft Word, Outlook, Power Point, Publisher, etc.
· Collects, reviews, and provides Congregate and Meals on Wheels participant meal assessment data to assigned office staff to input into the WI State reporting program SAMs, in a timely manner as required.   

· Prepares daily, monthly and annual program reports for the nutrition sites as required.

· Supervises and assigns work to nutrition staff and volunteers of meal sites. 

· Provides initial training to new hires and volunteers.  Assigns ongoing and additional training duties to site managers for local supervision as needed.  
· Supervises the Home Delivered Meals Program and completes intake forms on new referrals and annual assessments on existing clients.  May delegate these intake and annual assessment duties to other nutrition staff or volunteers as needed to facilitate and improve overall services.  
· Responsible for coordinating the Home Delivered Meal routes and ensuring the volunteer drivers receive education and training on an annual basis.  May delegate these coordinating duties to the local site managers for the communities being served.   
· Responsible for overseeing all of the food orders to ensure we are within our annual budget for food costs.

· Performs tasks of the nutrition staff site managers, cooks and other nutrition staff if needed.
· Recruitment of substitute nutrition staff and volunteers, so that current staff have relief workers available when taking time off, in case of emergency, or when there are special events needing additional staffing.    
· Demonstrates professional, courteous customer service to clients and other staff, consistent with County Core Values.
· Has the ability to work flexible schedule/hours to best support the nutrition program.

· Performs other tasks as assigned by the Aging Director.  
· Performs and complies to Nutrition Program Director duties as required by the State of WI Nutrition Operation Policies Chapter 8:  

8.2.1 Nutrition Program Director

Nutrition Directors are responsible for ensuring that the following are accomplished:

· Plan, develop, implement, and coordinate all programs and services included within the Nutrition program.

· Prepare and enforce local nutrition program policies.

· Develop and maintain good working communication with the AAA for all aspects of this program.

· Advocate on behalf of older adults with community members, governing agencies and policy makers as well as local, state and federal legislators and lawmakers.

· Attend public hearings and meetings relating to legislative proposals for older adults as directed by the aging unit.

· Develop and maintain a good public relations program including outreach via public appearances and local newspapers, radio and other media.

· Obtain input from older adult participants regarding service delivery, including listening and responding to concerns.

· Maintain, inform, and seek advice from the nutrition advisory council. Ensure that the members of the council are active in advocating for and promoting the program, as well as assisting with decisions that affect service delivery.

· Recruit, screen, interview, hire, train and supervise all part-time and full-time personnel affiliated with this program.

· Recruit, train and recognize volunteers for the nutrition program.

· Prepare contract applications, job descriptions, bid specifications and proposals, and budget proposals in a timely and proper manner as directed.

· Contract for provision of food stuffs, food service equipment, supplies, and facilities according to the procurement procedures of the designated authority and as described in this manual (8.5.11 and 13.3). 

· Develop and provide training programs for nutrition program staff and volunteers. 

· Participate in the planning of and ensure all appropriate staff and volunteers attend regional annual nutrition program staff/volunteer training. 

· Ensure the ongoing practice of safe food handling by developing and enforcing local policies and procedures related to food safety and sanitation and by ensuring all training and certification requirements are met (See Section – Food Safety). 

· Ensure that all required assessments for home-delivered meal participants are completed.

· Develop fiscal procedures for the nutrition program. 

· Maintain all accounts and records required by this program. 

· Compile, organize, and prepare written reports and materials for the aging unit and other key agencies as directed (this includes the county or tribal aging unit, the AAA and BADR). (See Chapter 14 – NAPIS?) 

· Coordinate the development and provision of supportive services for this program.

· Implement auditing controls to continuously measure program effectiveness and costs.

· Monitor each dining center annually to evaluate the provision of nutrition services.

· Identify program problems and recommend remedial measures. 

· Carry out all other duties and activities of this position as assigned to the holder of this position.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES:  Knowledge of services available and programs provided in an active senior center; a basic knowledge of quantity food handling and sanitation; knowledge of problems, needs and concerns of the elderly and persons with disabilities; ability to communicate both orally and in writing; tact, courtesy and the ability to get along well with people, especially the elderly; ability to keep records and prepare reports; ability to plan, coordinate and monitor the work of others.

EXPERIENCE AND TRAINING REQUIRED:   This position requires a Bachelor of Science Degree in Health Care, Dietetics, and Nutrition Science OR Bachelor’s Degree in related field plus (3) years experience in job related field. Experience or training in quantity food handling; completion of a course in food service sanitation desirable; or an equivalent combination of training and experience which provides the required knowledge, skills and abilities. Experience supervising staff and volunteers preferred. 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to walk; turn at the waist; use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.   The employee must regularly lift and/or move up to 25 pounds.  The employee must occasionally lift and/or move up to 50 pounds

Specific vision abilities required by this job include close vision and the ability to adjust focus.

TOOLS AND EQUIPMENT USED: Calculator, Computer, Stove, Microwave, Refrigerator, Freezer, Mixers, Slicers, Dishwasher, Commercial Kitchen Tools and Utensils, Cleaning Instruments, Sanitation Supplies.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The employee routinely works in a kitchen, dining facility environment.  The noise level in the work environment is usually moderately loud.

SELECTION GUIDELINES:   Formal application, rating of education and experience; oral interview and reference check; job related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar related or a logical assignment to the position.  
The position of Washburn County Nutrition Director is required to comply with the Policies of Chapter 8 Nutrition Operations for the State of WI.  Any revision or changes to this Policy would also constitute a change to the job description for the Washburn County Nutrition Director. 

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 
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