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Appendix R

Food Services Manager - Job Description
Food Service Managers, also referred to as “licensed vendors” or “operators”, have diverse job responsibilities on a day-to-day basis.   Required functional capacities and skills required to perform the essential job functions of food services manager include:

a. Good, fine, and gross motor coordination in the fingers, hands, and arms.

b. Ability to bend, stretch, and lift items weighing up to 50 pounds.

c. Ability to work at a steady pace 10 hours a day, 5½ days a week, without ill effects.

d. Adequate mobility skills sufficient to travel independently and safely utilizing public transportation.

e. Ability to safely traverse the distance between a public transportation stop and vending facility as certified by an orientation and mobility instructor. 

f. Adequate independent living skills sufficient to allow the customer to live independently in an apartment caring for one's personal needs such as cooking, cleaning, and ADL skills.
g. Ability to operate or learn to operate a computer and utilize spreadsheet programs that assist with bookkeeping or accounting processes.
Five basic areas of responsibility include: 1) Leadership; 2) Human Resource Management; 3) Safe Food Management; 4) Service Controls; and 5) Financial Management. 

1. Leadership
· Administration of the facility to include maintaining goodwill relationships with building/space management.
· Developing and maintaining profitability and efficiency standards.
· Determining employee roles and responsibilities.
· Developing and maintaining recordkeeping policies and procedures.
· Applying for and maintaining required permits and licenses. 
· Developing and maintaining emergency procedures and the security of the property.
1. Human Resource Management
· Manages personnel records.
· Maintains payroll records for all staff.
· Provides training for relief management staff. 
· Conducts all aspects of human resource management, including recruiting, interviewing, and hiring new employees, employee performance appraisals, and employment improvement plans.
· Develops master training schedule to ensure cross training of staff.
· Maintains accident and injury reports. 
· Provides/conducts employee training annually or more often as needed.
· Maintains knowledge of employment standards, including employee withholding exemption certificates. 
· Establishes employee work schedules.
· Provides information to employees regarding required attendance, pay periods, paydays, and benefits.
3. Safe Food Management
· Purchase and receive merchandise from reliable approved suppliers daily.   Identifies backup suppliers in case of emergencies.
· Establishes and maintains standards of acceptable product, quality, and specific quantities for each product ordered. 
· Formulates step-by-step procedures for inspection of invoices, counting inventory, determining product quality to include damage.
· Formulates, as necessary, a system of credit and returns with suppliers.
· Develops schedules for delivery of products.

· Manages inventory/purchase through a strong inventory control plan.
· Oversees daily operations of the facility following all local, state, and federal food regulations. This includes compliance with the ServSafe Sanitation program.
4.  Service Controls
· Establishes procedures and guidelines for services.
· Establish service hours.
· Ensures proper sanitation procedures are followed.
· Provides great customer service and ensures staff does the same.
1. Financial Management
· Establish income and expense controls procedure. 
· Management of disbursements and invoice management. 
· Establish and maintained sales tax procedures.
· Completes and submits to BOB, timely daily, weekly, and quarterly reports using the established reporting format.
· Ensures menu items are priced accurately to maintain profit contribution. Conducts menu analysis annually.
Skills and Characteristics for Success  

The Randolph-Sheppard Food Manager’s program is an excellent opportunity for customers interested in an employment setting that demands independence and self-sufficiency.   Customers who are most successful in the program have several significant skills, abilities, personal traits, and characteristics.


1.  Skills and Abilities

· Mastery of or ability to acquire blindness skills.

· Self-directed and motivated to continually improve food services to customers.
· Math, reading, and writing skills at the ninth grade level.
· Strong verbal communication skills.

· Proficiency in the use of Braille or large print or augmentative communication devices depending on individual needs.

· Have the interest and ability to use assistive technology such as:

· Talking Calculator or Large Print Calculator

· Braillewriter

· Braille 'N Speak

· Tape Recorder

· Closed Circuit Television (CCTV)

· Ability to hire and train employees.

· Ability to demonstrate or learn leadership skills.

· Ability to work well under pressure and meet deadlines.

· Ability to follow directions.

· Ability to retain information.

· Strong organization skills.

· Ability to get along with others.

· Ability to positively embrace change.

· Ability to interpret financial data.

· Ability to use/operate a computer and use EXCELL spreadsheets.
2   Positive Personal Traits

· Self-motivated

· Maturity

· Self-assurance

· Positive work ethic

· Integrity

· High energy level

· Drive

· Good personal hygiene

· Well-groomed appearance

· Positive attitude toward blindness

· Flexibility

· Honesty 

· Adaptable 

· Attention to detail

· Assertive

· Flexibility

