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POSITION JOB DESCRIPTION
POSITION TITLE FOOD SERVICE RECORDER - SECONDARY ORIGINATION DATE 12-11-89
MMEDIATE SUPERVISOR COORDINATOR OF FOOD SERVICE LAST REVISION DATE 5]}l
BAND & GRADE A-1-1
SUPERVISOR EMPLOYEE PAGE: 10F2

Note: The signature of the supervisor and employes indicates they have read this job description and agres with its contents.

JOB SUMMARY (Basic Purpose of Position)

TO MONITOR CUSTOMER FOOD SERVICE ACCOUNTS.

REGUL.AR ROUTINE DUTIES: List NEGESSARY SKILLS, KNOWLEDGE,

of Things to Accomplish in Major Job BAND/ % OF TIME ABILITIES: What You Mave to Know to PERFORMANCE STANDARDS:
Function GRADE bDw Wo Accomptish Duty of Funcion How Will You Know the Job is Done?
Note: List each major job function prior to fisting of routine duties, skills, and performance standards

1. MONITOR COMPUTER SCREEN 25D KNOWELDGE: 1. CUSTOMERS' ACCOUNTS WERE
TOASSURE ACCURACY IN FEDERAL REGULATIONS ACCURATE REGARDING PAYMENTS,
EACH ACCOUNT COMPUTER PROGRAM PRUCHASES, AND PERTINENT INFO.
2. MAINTAIN PAYMENT AND 25D SAFETY AND SANITATION 2. ALL BATCH PAYMENTS WERE
PARTICIPATION BATCH UPDATES A-t MAINTAINED

3. COLLECT ALL MONEY FOR THE ABILITY: 3. ALL MONEY WAS COLLECTED
BREAKFAST, LUNCH & KINDER- A1 50 OPERATE COMPUTER FOR ALL PROGRAMS

GARTEN MILK PROGRAM COMMUNICATE 4. ACCOUNTS WERE RECEIPTED

4. RECORD RECEIPTS IN EACH A-1 16D ORGANIZE CORRECTLY

ACCOUNT CORRECTLY 5. DAILY DEPOSITS ARE CORRECT
5. RECONCILE, BALANCE AND A-1 SKILL: 6. CUSTOMERS MAVE CURRENT
DEPOSIT MONEY DAILY 100 COMMUNICATE PROFESSIONALLY KNOWLEDGE OF THEIR ACCOUNTS
6. COMMUNICATE CUSTOMER A-1 COMPUTER OPERATION 7. ALL INQUIRIES ARE HANDLED
ACCOUNT BALANCES (VERBALLY A-1 5D PROFESSIONALLY
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REGUEL.AR ROUTINE DUTIES:
of Things to Accomplish in Major Job
Function
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NECESSARY SKILLS, KNOWLEDGE,
ABILITIES: What You Have to Know to
Accomplish Duty of Funcion

PERFORMANCE STANDARDS:
How Will You Know the Job is Done?

Note: List each major job function prior to listing of routine duties, skilis,

and performance standards

AND/OR WRITTEN)

7. ANSWER INQUIRIES REGARD-
ING ACCOUNTS PROPERLY AND
N A QUALIFIED MANNER

8. DISTRIBUTE, COLLECT AND
TRANSMIT THE FREE AND
REDUCED APPLICATIONS
APPROPRIATELY.

9. PERFORM OTHER FOOD
SERVICE RELATED DUTIES AS
TIME ALLOWS.
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5D

&D
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8. FREE AND REDUCED APPLICA-
TIONS ARE DISTRIBUTED,
COLLECTED AND TRANSMITTED
APPROPRIATELY

9. OTHER FOOD SERVICE DUTIES
WERE PERFORMED AS TIME
ALLOWS




