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POSITION ANNOUNCEMENT
CHILD NUTRITION COORDINATOR

Requirements:
e Bachelor’s degree in related field
e Master’s Degree and/or registered dietician preferred
e Five or more years of supervisory experience preferred
[ )

Must meet Mississippi Department of Education (MDE) requirements for
School Food Service Administrator

Knowledge of federal, state, and local requirements for Child Nutrition Programs

Employment Period: 12 months/238 days to begin July 1, 2021
Salary: Commensurate with certification and experience
Student Population: Approximately 5400
Grades: PreK-12
Location: Central Office -13192 Hwy 18 Raymond, MS 39154
Application deadline: Friday, May 28, 2021

SUMMARY:

The Child Nutrition Coordinator shall be under the general direction of the Executive Director of Business
Services and have the responsibility of developing, administering, and supervising the district-wide Child
Nutrition Program

ESSENTIAL DUTIES AND RESPONSIBILITIES:
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Works with child nutrition staff on needs for day/week/etc. and prepares for meetings/conferences
Provides guidance for accommodations for students with special diets

Verify ordering of all food and supplies for all cafeterias in district

Provide guidance for Child Nutrition staff concerning all purchases, claims and inventory

(food, equipment, supplies etc.)

Provides oversight for all child nutrition staff in regards to training and staffing

Prepares and monitors annual budget with assistance from the business office

Reviews monthly fundamental reports to determine financial viability

Determines department needs consistent with current financial statements

Develops spreadsheets for equipment and other department needs
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Works with vendors for equipment

Reviews all reports for submission to state/local entities

Addresses employee concerns and schedules

Reviews all claims/reports for reimbursement, any areas of concern

relatingto reimbursement/expenditures

Reviews department standards regarding “offer vs. serve” requirements

Completes all grant applications

Verifies free and reduced lunch information is accurate for submission when applicable
Verifies that all paperwork is in accordance with USDA guidelines

Collaborates with each building principal to interview and recommend for hire new employees in
child nutrition with guidance from district personnel office

Monitors student balances by site and notifies principal(s) of outstanding balances
when applicable

Provides schools with nutrition materials as requested

Oversees completion of National School Lunch contracts and Summer Food

Service Program (SFSP) contract with MDE

Determines compliance with USDA and Health department inspections

Develops menus and assigns managers and employees for SFS

Develops budget for SFSP
Provides required in-service for SFSP
Oversees Fresh Fruit and Vegetable grant for eligible schools

o a. Places and verifies orders

o b. Monitors grant for remaining funds

o c. Works with sites for usage, etc.

o d. Researches new items

o e. Discusses items with vendors
Establishes standard procedures for maintaining inventories of purchases for
food and government-donated foods and supplies
Develops standard procedures regarding supervision and training of child nutrition personnel
Maintains a regular schedule of on-site visits to participating schools; monitoring and
scheduling follow-up visits to schools to ensure program compliance; accompanying state
and/or federal representatives on local school visits
Maintains open communications with parents, students, community groups and the administration
Compiling and maintaining accurate records for the preparation of clear and concise reports
Monitor proper meal counting for accuracy in filing monthly claims
Prepare monthly reimbursement data into state meal claiming and accounting website
for submission

Responsible for bookkeeping and banking for the Department of Child Nutrition
Review daily bank deposit tickets for accuracy and take corrective action if necessary
Prepare monthly revenue report to the Business Office

Maintain records for contract meal service

Compile participation records for contract meal service and submit claim or invoice for payment
Prepare yearly verification, organization renewal and other reports for MDE

Assist with the entering food orders on the MDE website

Maintain knowledge of the Nutrition Standards set for the NSLP and SBP to

insure all requirements are met and are in compliance

Facilitate audits of records with internal/external auditors

Attend staff development meetings, managers’ meetings, in-Service meetings and any
other training/meetings and travel to schools as deemed necessary

Demonstrates prompt and regular attendance

Supports the Hinds County School District’s Mission, Vision, and Strategic Plan




O Performs other duties as assigned

SUPERVISORY RESPONSIBILITIES:

Child Nutrition Bookkeeper, Child Nutrition Secretary, Child Nutrition Managers/Assistant Managers, Child
nutrition Staff, Child Nutrition Contracted Staff.

PHYSICAL DEMANDS and WORKING CONDITIONS:

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 continuously required to speak and listen for extended periods. The employee
is also required to sit or stand for long periods, and regularly to move; use hands or fingers to handle,
or feel objects, tools, or controls; reach with hands and arms; and stoop, kneel, crouch or crawl.

The employee must regularly lift and move up to 20 pounds, and occasionally lift and move up to 30
pounds. Specific vision abilities required for this job include close vision, peripheral vision, depth
perception, and the ability to adjust focus. The employee is further required to have the physical,
mental, and emotional stamina to fully perform the duties and responsibilities of the position, and the
mental acuity to collect, evaluate, and interpret data; to reason; to define problems; to establish facts;
to draw valid conclusions; and to make effective judgments and decisions.

If you meet the above requirements, please follow the below application process:

W

Submit an online application with your most current information through the district’s
website at www.hinds.k12.ms.us

Email an updated resume

Email a letter of interest and include:

The date that you would be available to begin assignment, if selected
A brief description of your experience with Child Nutrition Programs
A brief description of your experience with parental and community involvement

Emails should be submitted to Beverly Hay, Human Resources Coordinator
at bhay@hinds.k12.ms.us and application questions should be directed to 601-857-
7074.

NOTICE OF NON-DISCRIMINATION: Hinds County School District does not discriminate on the

basis

of race, color, national origin, sex, disability, religion or age in the admission to and provision of

educational programs, activities and services, or employment opportunities and
benefits. Contact: Sharon Harris, Title IX, 601-857-5222
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