MIAMI-DADECOUNTY PUBLIC SCHOOLS

JOB DESCRIPTION

CLASSTITLE Satellite Assistant JOB CODE 5728

DEPARTMENT: Food and Nutrition PAY GRADE 22 (B4) DATE 02/25/2005

BASIC OBECTIVES

The Satellite Assistant is responsible for supervising the operation of a satellite cafeteria. The
work involves coordinating and supervising the food service program at a school which does
not have a full service production kitchen. He/she must manage the program in compliance
with the School Board of Miami-Dade County Administrative Rules, the Department of Food
and Nutrition School Food Service Procedures Manual and any additional local, state and
federal regulations. The responsibilities include directing all aspects of a satellite operation
including meal preparation, daily reports, training, and use and knowledge of computerized
systems. The work is performed under the general direction of the base school Food Service
Manager and the Department of Food and Nutrition administrative personnel.

JOB TASKSRESPONSIBILITIES

1. Provides supervision, technical assistance and training to all food service employees
within theindividual school location; assists cook and/or baker at base school with food
preparation for satellite school.

2. Checks that sufficient meals are prepared and maintained at proper temperature in
conveyorsand ensuresconveyorsare properly loaded on motorized vehicle for delivery
from base school to satellite school; returns conveyors and leftovers to base school on
adaily basis.

3. Reviewsand evaluates daily operations with base school manager; notifiesbase school
manager of any food shortages.

4. Supervises food production and service to ensure that meals served are nutritionally
adequate, meet high standards for flavor and appearance and meet all federal and state
requirements.

5. Trains food service staff to successfully meet the standards of the National School
Breakfast and Lunch Programsrelating to food preparation, serving, display techniques
and sanitation practices.
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14.

15.

16.

Demonstrates knowledge and ability to train food service employees on the
computerized Point of Sale Cash Register in order to maintain accurate student meal
eligibility, correct meal and ala carte prices and ensures offer versus serve program and
accurate cash exchange.

Responsible for counting and recording all prepayments and daily cash collections.
Prepares daily deposit and ensures that money is accounted for and placed in a secure
place in the front office. The Satellite Assistant isalso responsible for the signed receipt
of deposit.

Maintainsadequate and accurate food production recordsasrequired by local, state and
federal regulations; ensuresall required daily reportsare accurately completed and filed
for audit purposes.

Assists with verification of all receipt of goods against invoices and delivery tickets;
recordsand countsall food and non-food itemsreceived on amonthly basisand reports
quantities to the base manager.

Interviews perspective food service employees, with the final selection and approval by
the base school manager and principal; conducts a formal meeting for newly hired
employees to document and inform them of all food service policies and procedures.

Assists base school manager and principal with documentation of employee
performance; reports on-the-job-injuries and reviews medical documentation upon
employee return.

Assists in monitoring all hours reported on the daily time sheet for each satellite food
service employee, assistswith the reporting of special functions and/or overtime payroll
forms to base school manager. Assists with schedules and monitoring labor hours to
meet the established formula for work hoursused and makes necessary adjustmentsto
labor hours.

Prepares mileage reports and car usage allowance, if applicable.

Supervises all contracted and after school care programs and ensures all food
ordering, food preparation and daily reports are completed.

Acts as a liaison between the school staff, students, various departments within the
district, vendors, parents and community.

Handles and adjusts to emergency situations within each school day.
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18.
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20.

21.

22.

23.

Supervises and trains all food service personnel in the proper use and safety features of
all equipment.

Maintains equipment and facility and contacts maintenance department to report
needed equipment and facility repairs.

Practices and ensures adherence to all safety procedures for facility, equipment and
working conditions for all employees. Opens and closes cafeteria and ensures that
equipment is turned off before securing the area.

Contactsrepresentatives of the health department as necessary and assists them during
routine school site visitations, food spoilage checks or suspected food borne iliness
investigations.

Coordinates the smooth operation of the satellite food service program and maintains
an organized office work area.

Reviews current developments, literature and technical sources of information related
to the job responsibility; attends all scheduled meetings and inservice training sessions
conducted by the Department of Food and Nutrition.

Performs other work related duties as assigned.

PHYSICAL REQUIREMENTS

This is medium to heavy work which requires the following physical activities: climbing,
balancing, bending, stooping, kneeling, crouching, twisting, reaching, stting, standing,
walking, pushing, pulling, lifting (30 Ibs. minimum without assistance), finger dexterity,
grasping, feeling, repetitive motions, hearing and visual acuity. The worker is exposed to
hazards and the work is performed indoors.

MINIMUM QUALIFICATIONSREQUIREMENT

1.

4.

High School Diploma or equivalent. (This requirement will be waived for those
employees currently holding the position.)

Minimum of 2 years experience in food production and service in restaurants or
institutional food service (not catering).

Successful completion of M-DCPScooks and bakers' training, cash register trainingand
computer ordering.

Possession of a valid Horida driver's license.

Prior revision date(s): 03/02/01
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