[image: ]
JOB DESCRIPTION


	POSITION TITLE:	
	Food Service Manager
	
	DATE: 
	10/12/2026

	
	
	
	
	

	DEPARTMENT:
	Camp Cedar Falls
	
	REPORTS TO:
	Camp Manager

	
	
	
	
	

	CLASSIFICATION:
	Full-Time, Non-exempt
(40 hours per week)
	
	SALARY RANGE:
	$20-23 per hour




JOB SUMMARY	
Support the Southern California Conference (SCC) in accomplishing its mission, “to exalt Christ by cultivating healthy churches and schools” and its core values of integrity with transparency, engagement, stewardship, unity in diversity, and relationships & team.

(Summary of job) 

ESSENTIAL DUTIES & RESPONSIBILITIES
1. Regular attendance
2. Kitchen Crew Scheduling: Staff scheduling is done to accommodate the time guests are here, for good food service prep, the days of the event and whatever post-event needs to be done.  It is important to project staffing needs for future events according to their size.  The Food Service Manager recruits, trains and maintains a list of “on-call” part-time kitchen workers that can respond when needed.
3. Menu Preparation: Menus are made with the guest group in mind.  Sometimes ethnic groups have specific requests which can be accommodated.  Great thought is given to the times when several groups are here at the same time.  The largest group would have priority in their choices.  Usually, a general menu is prepared, and most groups are satisfied.  Menu must be prepared in advance to allow time for cook to assist in making the food order.
4. Food Orders: Orders are made early in the week. When only weekend retreats, deliveries are set for Thursdays so that all is put away in pantry and Friday can be dedicated to prep for Sabbath.  We try to have all the baking done on Friday so minimal cooking and warming will be done on Sabbath.  (Be sure the gate is open, and all parked vehicles are not blocking the Café driveway.  Food deliveries come early). All items are checked on delivery to ascertain they were all delivered, if not, the person checking must notify us if it is pertinent for the upcoming event and a substitution needs to be made or quick order from to be delivered Friday.
5. Food Preparation: The Food Service Manager oversees all food preparation in the kitchen.  
6. Cleaning: The cafeteria is kept clean within County, State and National Health Department regulations.   The Food Service Manager is responsible for all Kitchen helpers who stay current with their County Health certificates and required training.
7. Time Management: The Food Service Manager Schedule must be flexible to meet the needs of the Camp.   An Average weekly Schedule would be:
a. Wednesday: Obtain final meal count and meal requests.  Finalize meal planning. Clean Café Restrooms and set dining hall tables and chairs. Inventory shelves and order all food supplies. Contact on-call weekend staff and finalize staffing needs for upcoming.
b. Thursday: Receive food deliveries, stock shelves, clean kitchen 
c. Friday: Food Prep for weekend and prepare any Friday Dinner for arriving group.
d. Saturday: Oversees all Kitchen needs.
e. Sunday: Oversees all Kitchen needs
f. This is an approximate accounting of the Kitchen Service Manager’ Since each weekend has different meal needs and numbers of guests the hours vary.  
g. During the Summer Months the Kitchen Service Manager will keep the kitchen running 7 days a week for 7 weeks with guests eating 3 meals a day.
8. Comply with policies and procedures of SCC, including but not limited to those in the Employee Handbook, and the North American Division Working Policy.
9. Other duties as assigned. 

REQUIRED QUALIFICATIONS
To perform this job, the individual 

· Must perform each essential duty and responsibility satisfactorily, and
· Be an active member of the Seventh-day Adventist church in good standing, and
· Meet the requirements listed below

Education and/or Experience 
Must be people oriented. Prior experience in sales is preferable. Computer and phone skills are necessary. High school graduate or equivalency.

Core Competencies 
· Ability to maintain strict confidentiality of privileged information. 
· Ability to perform simple arithmetic calculations. 
· Ability to speak other languages is highly desirable.

Other Knowledge, Skills and Abilities 
[bookmark: _Hlk509516071]Attention to detail and commitment to accuracy, work under pressure, ability to multitask, good organizational skills, ability to meet deadlines, ability to work with diverse groups, ability to function as a team player. Good customer service, listening and communication skills. Self-starter and able to work with minimal direct supervision.

[bookmark: _Hlk509516326]Required Personality Traits
Professional, ethical, flexible, tactful, discreet, approachable, proactive, dependable, pleasant, positive attitude.

Certificates, Licenses, Registrations
Valid driver’s license and SERVSAFE Certification.

[bookmark: _Hlk509516387]PHYSICAL DEMANDS
While performing the duties of this job, the employee may be required to do the following for prolonged or significant periods: sit, stand; walk; use hands and fingers; reach with arms; talk; and hear. The employee is occasionally required to climb, balance, stoop, and kneel. The employee must frequently lift and/or move up to 50 pounds. Specific vision abilities required by this job include close, distant, color, peripheral vision and ability to adjust focus.

[bookmark: _Hlk509516423]WORK ENVIRONMENT
The noise level in the work environment is usually moderate. May be required to work overtime. Travel on assignment may be required at times.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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