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Occupational Therapy Assistant
Red Oak Independent School District
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Nutrition Specialist
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Job Title:
Nutrition Specialist
Wage/Hour Status: Exempt

Reports to:
Director of Student Nutrition
Pay Grade:  AUX 6
Dept. 
Student Nutrition
Date Revised:  03/2022

Primary Purpose:

Assist in the coordination of the student nutrition program, menu planning and production, nutritional analysis, implementation of programs meeting regulatory and nutritional requirements, promote development of sound nutritional practices, and maintain a safe and sanitary environment. 
Qualifications:

Education/Certification:

2 years college preferred, high school diploma or GED required

Dietetics/Nutrition Education background preferred
Experience with Nutrikids software or other K-12 nutrition analysis software preferred
Special Knowledge/Skills:

Effective organizational, communication, and interpersonal skills

Ability to work as a team member and willingness to cross-train with other office staff

Ability to operate computer and readily learn computer software package

Proficient skills using computer keyboard and file maintenance

Proficiency in use of calculator and office machines

Experience:

Minimum of three years school nutrition experience, preferably in menu planning and nutritional analysis
Major Responsibilities and Duties:

Food Service Operations:

1. Responsible for planning breakfast, lunch, and summer feeding menus that meet USDA meal pattern requirements for students, and provide nutritional analysis and menu changes to district nurse. 

2. Assist Director in maintaining student allergy information.
3. Assist managers in the preparation and submission of weekly orders including warehouse commodity orders
4. Assist managers in completing accurate production records.

5. Fill in at campuses and with catering set ups as needed.
6. Maintain monthly physical inventory of USDA Commodities received and stored as directed.
7. Assist with special produce programs:  FFVP (Fresh Fruit & Vegetable Program - DOD).

8. Develop marketing/merchandising promotions for events such as National School Breakfast Week (NSBW) and National School Lunch Week (NSLW).

9. Assist with answering incoming calls, taking reliable messages, and routing calls to appropriate staff while exercising good telephone etiquette.  Respond to inquiries and complaints, and help with application and POS account questions.
10. Work as a team with all office, warehouse, student nutrition staff, and district employees and maintain confidentiality of all student nutrition program information and district related business.

Other

11. Participate in professional improvement to include meetings, workshops, and seminars as directed. Must complete professional standard hours as required by USDA annually

Mental Demands/Physical Demands/Environmental Factors:

Tools/Equipment Used:  Computer, 10-key calculator, copy machine, fax machine and multi-line telephone. Ability to operate computer and readily learn computer software package. Knowledge of Microsoft Office 2010 Word, Excel, PowerPoint Software
Posture: Prolonged standing and sitting; frequent kneeling/squatting, bending/stooping, pushing/pulling, and twisting
Motion: Repetitive hand motions.  Prolonged use of computer
Lifting: Frequent moderate lifting and carrying (15–44 pounds)

Environment:  Professional environment, works with parents, students and personnel daily.  Fast paced and busy environment. May also work on campus: Work inside in commercial kitchen environment; exposure to extreme hot and cold temperatures, extreme humidity, noise, vibration, microwaves, biological hazards (bacteria, mold, fungi), chemical hazards (fumes, vapors, gases), electrical hazards; work with hands in water; work around machinery with moving parts; work on slippery surfaces
Mental Demands: Work with frequent interruptions; maintain emotional control under stress.  Must be able to work under very stressful conditions, working with parents as well as staff; must be able to have good communication with the general public as well as staff.  
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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