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JOB DESCRIPTION

Position Title:				ECLC Nutrition Coordinator/Cook
Departmental Supervisor:		Executive Manager
Compensation Range:			DOE


Summary of Duties and Responsibilities
Provides direct assistance in the planning, directing, and coordination of activities to ensure delivery of a comprehensive nutrition program for ECLC children and their families. In conformance with Head Start Performance Standards, provide nutrition support services to ensure adherence to USDA/CACFP regulations. Provide nutrition information and support to parents, children, and staff. Maintain and develop cooperative relationships with ECLC families, staff, vendors/agencies and service providers.
· Monitors and completes ordering of food and kitchen supplies, as needed to conduct USDA program. 
· Prepares nutritious meals and snacks and delivers to classrooms; ensuring ample amounts of food for children.
·  Delivers meals ready for family-style meal service and suitable for the children’s age and development.
· Develops and revises written ECLC nutrition policies and procedures.
· Completes monthly reimbursement requests to USDA, according to deadline.
· Completes USDA grant on an annual basis. 
· Conducts USDA eligibility study at enrollment and prior to summer. 
· Coordinates USDA annual review and maintains compliance. 
· Provides USDA/CACFP compliance training to staff annually and as needed, including food/nutrition and food safety education when needed. 
· Coordinates and initiates activities designed to achieve nutrition goals and objectives of the ECLC.
· Review and revise menus annually to ensure compliance with USDA/CACFP standards ensuring adequate nutrition for each child, to include; providing appropriate substitutions for children with food allergies or intolerances, and to meet Performance Standards relating to cultural preferences. 
· Secure the services of a registered dietician for approval of all menus.
· Maintain and document production records for the five-week menu cycle. 
· Modify menus for children’s field trips; noting all modifications and substitutes on production records. 
· Participate in Parent Meetings as requested to provide food/nutrition/food safety education.
· Maintains established standards of sanitation, safety and food preparation and storage; as set by tribal and state health departments.
· Provide up-to-date current information regarding USDA/CACFP policies and policy changes.
· Assures the proper care and maintenance of all food service equipment; identifies equipment needs for food preparation and service and assists in purchasing as needed. 
· Assists teaching staff with developing food activities for the children in the classroom.
· Coordinates completion of annual nutrition assessments and collects guidance for families from registered dietician.
· Participates in annual USDA/CACFP required training.
· Participates on Health Services Advisory Committee.
· Assists Executive Manager to establish an annual calendar, ensuring all program requirements are met by deadline.
· Assists with the development and implementation of the annual Early Head Start/Head Start Training and Technical Assistance plan.
· Assists with the collection of internal data for the Self-Assessment and Community Assessment.
· Assists in the completion of annual ECLC service plans, which addresses program goals and objectives.
· Assists with annual staff orientation.
General:
· Provides all children enrolled in the ECLC with a safe, nurturing, engaging, enjoyable and secure learning environment.
· Maintains professionalism through effective actions supportive of the ECLC philosophy.
· Cooperates as a member of a team with all ECLC staff, volunteers and parents.
· Maintains confidentiality of all program records and communication.
· Attends training sessions locally and out of town, as well as all ECLC staff meetings and required functions.
· Abides by all ECLC and Tribal policies and procedures.
· Willing to take direction and learn new skills.
· Be willing to work a flexible schedule, including some evening hours and occasionally weekend hours. 
· Performs other duties as assigned to meet the Head Start Performance Standards and to promote the efficiency and effectiveness of the ECLC.
· Maintains current CPR/First Aid and Food Handler’s certification.
· Communicates effectively with others, including giving and receiving feedback on the quality of services.
· Assists with the recruitment of families for the ECLC and promotes parent involvement in all aspects of the program.
· Interacts, establishes, maintains, and coordinates ECLC program activities and planning in varying degrees with various resources in order to better serve the needs of ECLC families.
· Other duties as assigned to promote the efficiency and effectiveness of the ECLC. 

Desired Qualifications
1. Bachelor degree in nutrition or dietetic services.
2. Three or more years working with a Tribal program.
3. Proven success in developing and implementing programs and activities.
4. Demonstrated ability to work with people of divergent educational, socioeconomic, and experiential backgrounds.
5. Demonstrated excellent interpersonal and communication skills; orally and in writing.

Minimum Qualifications
1. Two or more years working knowledge of the Head Start Performance Standards and other federal regulations with the ability to implement and interpret them programmatically.
2. Experience working in food programs for children.
3. Knowledge of USDA/CACFP program.
4. Proven ability to exercise good judgment under stressful situations.
5. Proven ability to maintain up-to-date records and to establish systems of operation for data tracking and reporting.
6. Ability to communicate well, and maintain positive working relationships with co-workers.
7. Demonstrated excellent attendance record and work ethic in prior positions.
8. Demonstrated ability to use word processing, spreadsheet and database software at an “intermediate” or higher level for programs such as Word, Excel, and Publisher.
9. Ability to maintain absolute confidentiality of sensitive information.
10. Prefer experience working with diverse populations, especially children.
11. Good leadership, interpersonal, and communication skills, including the ability to work as part of a team, communicate effectively both orally and in writing, receive and provide feedback, and manage dynamic interchanges in meetings.
12. Must pass in-depth background investigation prior to employment.
13. Must complete an initial pre-employment physical examination and TB test.
14. Ability and willingness to obtain CPR and First Aid certification, Food Handlers certification, and other staff training as needed.
15. Good physical health and must be able to safely lift 35 lbs.
16. Ability and willingness to learn the Coeur d’Alene language, culture and history to develop an understanding of the families ECLC serves.
17. Ability to develop and follow plans, work as a team player, and to apply energies where needed with limited or no supervision.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.

The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.
Applicants are subject to a pre-employment drug test and at-random testing following employment.
Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit an ECLC application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read, understand and agree to abide by the Coeur d’ Alene Tribe’s ECLC Nutrition Coordinator position job description.

__________________________________________________
Employee Signature					Date
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