
Job Title: Dining Services Lead 
 
Reports To: Director of Dining Services 
 
Status: Hourly 
 
Summary:    Performs  basic  food  service  preparation,  sanitation  and  cashier  at  assigned  
cafeteria.  Assist  Cafeteria  Manager  with  administrative  functions.  Also  performs  all  
administrative  function  related  to  the  dining  units  as  requested.  
    
Supervisory  Responsibilities:  This  job  has  some  supervisory  responsibilities.  
 
Job Responsibilities: 
1.   Prepares, cooks, handles, and stores food according verbal and/or written directions. Follows 

all HACCP and ServSafe requirements and guidelines 
2.   Administrative functions including the completion of paperwork, cash reconciliation and 

coverage for manager.  
3.   Places stock on shelves in storage area or coolers and freezers. 
4.   Records sales transactions on cash register as required by managment.; accountable for cash 

handling.  Subject to random or scheduled cash audits. 
5.   Greets customers in a friendly and courteous professional manner. Informs regular customers 

of new products or services; listens to and resolves service complaints; sets up merchandise 
and sales promotion displays or issues sales promotion materials to customers. 

6.   Receives delivery of such items as beverages, dairy products, bakery products, foods, paper 
products, cleaning supplies. 

7.   Maintain clean and safe work environment; performs job safely.  May be required to sweep 
and wash floors, clean work surfaces, cooking and storage areas.  May be required to wash 
dishes, pots, pans, utensils, cups, glassware, etc as needed.  May be required to operate 
commercial dishwasher.   May be required to dispose of trash in a prescribed manner to a 
prescribed area.  

8.   Understands and assists in other areas as needed.  Other duties may be assigned.  Must be 
flexible in work assignments and working hours. 

 
Dining Services Administrator 
 
Job Responsibilities: 
1.   Provide outstanding customer service and relations and provide information and assistance to 

customers in a cheerful and courteous manner. 
2.   Must have tact, patience, and positive disposition as well as be willing to handle customers 

and employees effectively throughout the workday. 
3.   Maintain all controllable expenses at acceptable levels to insure increased profit results, 

especially in the area of payroll controls. 
4.   Protect company assets by minimizing or reporting loss through error, damage or theft. 
5.   Ensure a safe, secure work environment for employees and customers. 
6.   Responsible for a well-maintained environment at your location. 
7.   Implement all scheduled events as necessary. 



8.   Follow all company policies and procedures, as stated in the employee handbook, training 
manuals and other documentation. 

9.   Communicate effectively with management, fellow employees and customers. 
10.  Perform all functions and responsibilities diligently, efficiently, conscientiously and 

competently, discharging your responsibility in an honest, dedicated and capable manner. 
11.  Exercise common sense and good business judgement at all times. 
12.  Must be able to cope with the mental and emotional stress of the position. 
13.  Represent the company in a professional manner in all contact with customers, vendors and 

fellow employees. 
14.  Perform other duties, functions and responsibilities as needed assigned by management. 
 
Qualifications:   To  perform  this  job  successfully,  an  individual  must  be  able  to  
perform  each  essential  duty  satisfactorily.    The  requirements  listed  below  are  
representative  of  the  knowledge,  skill,  and/or  ability  required.    Reasonable  
accommodations  may  be  made  to  enable  individuals  with  disabilities  to  perform  the  
essential  functions.  
  
Education  and  Experience:  
Bachelor’s  degree  (B.A.)  from  four-year  college  or  university;;  or  one  to  two  years  related  
experience  and/or  training;;  or  equivalent  combination  of  education  and  experience.  
  
Language  Skills:  
Ability  to  read  and  interpret  documents  such  as  safety  rules,  operating  and  maintenance  instructions,  and  
procedure  manuals.    Ability  to  write  reports  and  business  correspondence.    Ability  to  effectively  present  
information  and  respond  to  questions  from  managers,  clients,  customers,  and  the  general  public.  
  
Mathematical  Skills:  
Ability  to  calculate  figures  and  amounts  such  as  discounts,  interest,  commissions,  proportions,  and  
percentages.  
  
Reasoning  Ability:  
Ability  to  solve  practical  problems  and  deal  with  a  variety  of  concrete  variables  in  situations  where  only  
limited  standardization  exists.  Ability  to  interpret  a  variety  of  instructions  furnished  in  written,  oral,  
diagram,  or  schedule  form.  
  
Other  Qualifications:  
Union  experience  helpful.      Refer  to  Leadership/Managerial  Competencies  Description  
Addendum. 
  
Certificates,  Licenses,  Registrations:  
Valid  driver’s  license  and  good  driving  record.  Background  and/or  security  check.  
  
Physical  Demands:    The  physical  demands  described  here  are  representative  of  those  
that  must  be  met  by  an  associate  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  associate  is  regularly  required  to  talk  and  
hear.  The  employee  frequently  is  required  to  stand;;  sit;;  and  use  hands  to  finger  and  
handle.  The  employee  is  occasionally  required  to  walk;;  reach  with  hands  and  arms;;  
climb  or  balance;;  stoop,  kneel,  crouch,  or  crawl;;  and  taste  or  smell.  The  employee  must  
occasionally  lift  and/or  move  up  to  100  pounds.    
  
Work  Environment:    The  work  environment  characteristics  described  here  are  
representative  of  those  an  associate  encounters  while  performing  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  associate  is  frequently  exposed  to  outside  
weather  condition.  The  employee  is  occasionally  exposed  to  moving  mechanical  parts;;  
high,  precarious  places;;  fumes  or  airborne  particles;;  extreme  cold;;  extreme  heat.  The  
noise  level  in  the  work  environment  is  usually  moderate.  
  
Disclaimer:    This  is  not  necessarily  an  exhaustive  list  of  all  responsibilities,  skills,  tasks,  
requirements,  efforts  or  working  conditions  associated  with  the  job.    While  this  is  
intended  to  be  an  accurate  reflection  of  the  current  job,  management  reserves  the  right  
to  modify  essential  functions  of  the  job,  or  to  require  that  other  or  different  tasks  be  
performed  when  circumstances  change  (i.e.  emergencies,  changes  in  personnel,  
workload,  rush  jobs  or  technical  developments.  
  
I  have  received,  read  and  understand  the  above  job  description  and  can  perform  the  
essential  functions  of  the  job  with  or  without  reasonable  accommodation.    In  the  event  I  
need  future  reasonable  accommodation(s)  it  is  my  responsibility  to  submit  that  request  
in  writing  to  management  for  review.  
 
 


