
CAFETERIA CLERKPRIVATE 

QUALIFICATIONS:

1.
Competent in clerical skills.





2.
Knowledge of computer data processing.





3.
Able to work closely with children and adults.

REPORTS TO:

Building Principal/Cafeteria Director

JOB GOAL:


To maintain an accurate and efficient means of collecting, documenting, and reporting all cafeteria operations; to provide accurate documentation of all cafeteria functions.

PERFORMANCES RESPONSIBILITIES:

 1.
Comply with all school board policies.

 2.
Collect, count, and record daily lunch money and cards.

 3.
Make daily deposits of lunch money.

 4.
Turn in lunch count to cooks.

 5.
Assist parents with lunch applications.

 6.
Maintain lunch applications, reports, and verification notices.

 7.
Keep lunch registers up-to-date and recorded correctly.

 8.
Have monthly lunch reports prepared and turned into central office as required.

 9.
Actively seek and explore alternative means of collecting and recording lunch receipts.

10.
Submit end of year inventories as required.

11.
Maintain a friendly, professional relationship with students, parents, and other staff members. Keep documentation of parental contact.

12.
Be available to perform other duties as deemed necessary by the principal.

13.
Clean area and put away unsold items after lunch.

14.
Perform any other duty deemed necessary by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 190-contract.  Salary and work year to be established by the Board
EVALUATION:


Job performance will be evaluated by the building principal or assistant principal.

REVIEWED AND AGREED TO BY____________________________date__________

07/13/09


