
Position/Title Food Service Manager

Department Food Services Department

Reports To Business Manager

Overall
Responsibility

The Food Service Manager is responsible for the daily operations and
activities of the EHS kitchen.  To be successful, you should be detail-oriented
and knowledgeable about food health and safety regulations.  You also need
to be able to multitask and demonstrate excellent leadership, problem-solving
and customer service skills.

Key Tasks and
Responsibilities

● Oversee breakfast from 7:00 am to 9:00 am and lunch from 10:25 am
to 1:00 pm

● Recruit, train and manage food service employees
● Schedule employee work hours to ensure all lunch mods are

adequately covered
● Check and approve payroll timesheets and other employment records
● Create weekly menus to ensure students are served quality and

healthy food
● Order weekly food and food supplies from multiple vendors
● Take inventory of food, food supplies and other consumables
● Regularly inspect all work areas to ensure compliance with food

health and safety regulations
● Accurately tally all cash and card sales for the Business Office in

daily reports
● Arrange cleaning and maintenance of area with school maintenance

staff
● Be a strong ambassador and positive advocate for the Edgewood

High School Community.

Skills, Knowledge
and Abilities

● Prepare the annual budget for the kitchen with the help of the
Business Office

● Sound knowledge of labor laws as well as food health and safety
regulations

● Hire, train, and schedule staff
● Attention to detail
● Sound knowledge of labor laws as well as food health and safety

regulations
● Ability to stand for extended period of time
● Excellent organizational and problem-solving skills



● Outstanding leadership and management skills

Qualifications/Exp
erience

● High School Diploma – Culinary degree preferred
● Food protection manager certification (FPMC) or Foodservice

management professional (FMP) accreditation is advantageous
● Proven experience working in the food service industry.
● Ability to juggle multiple tasks at once
● Ability to forecast food, ingredients, and supplies as needed
● Ability to manage a budget
● Excellent interpersonal skills
● Ability to give constructive criticism to employees
● Ability to create food service policies for employees to understand

and follow
● Intermediate knowledge of Google, Microsoft Word and Excel

EHS is an Equal Opportunity Employer

Mission Statement

Edgewood is a Catholic high school that educates the whole student for a life of learning, service
and personal responsibility through a rigorous academic curriculum that embraces the Sinsinawa
Dominican values of Truth, Compassion, Justice, Community and Partnership.

I have read the above job description and Mission Statement for Edgewood High School and have
been given an opportunity to ask questions about the position’s essential job functions.  In
compliance with the Americans with Disabilities Act, Edgewood High School will provide
reasonable accommodations to perform essential job functions, where feasible and appropriate.
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