
 
ANNOUNCES AN EXAMINATION FOR: 

 

 
 

 
 

EMPLOYMENT OPPORTUNITY FOR: 
 

CHILD NUTRITION SERVICES SITE LEAD-ELEMENTARY 
Open and Promotional 

 
 
 
 

PURPOSE OF EXAMINATION: 
To fill a current 8.0-hour vacancy, school year, and to establish an eligibility list for future openings. 
 

FILING DEADLINE:       SALARY RANGE: 
April 5, 2021 by 3:30 p.m.      $20.37 - $24.77 per hour 
 

BASIC FUNCTION: 
Under the direction of the Director-Child Nutrition Services, lead, oversee and participate in food service operations including the 
serving and selling of food items to meet student needs at an assigned elementary school cafeteria; ensure compliance with State and 
national guidelines related to student nutrition for breakfast, lunch and snack meal supplement programs; coordinate related inventory, 
sanitation and record-keeping functions; train and provide work direction and guidance to assigned personnel and maintain compliance 
with Hazard Analysis Critical Control Point (HACCP) guidelines. 
 

REPRESENTATIVE DUTIES:  
Lead, oversee and participate in food service operations including the serving and selling of food items to meet student needs at an 
assigned elementary school cafeteria; prepare and cook main dish items, vegetables, pastas, fruit and meat dishes for student meals; mix, 
carve, chop, slice, seed, wash and assemble food and food ingredients; plan and prepare food for service of hot meals to students and 
staff within State, Federal and Local guidelines; determine appropriate quantity of entrees, side dishes, fruits, vegetables, desserts and 
other food items for cooking, baking and preparation; ensure compliance with food quality standards including appearance and 
nutritional requirements; ensure meals are served in a timely manner and at correct temperatures as required; oversee the heating, 
packaging and wrapping of food items according to established procedures and portion control standards; observe and ensure proper 
quality and quantity of food served according to established procedures; ensure proper temperature of foods; train and provide work 
direction and guidance to assigned personnel; assign employee duties and review work to ensure accuracy, completeness and compliance 
with established requirements; coordinate food service inventory functions: estimate and order appropriate amounts of food items and 
supplies; oversee the receipt, storage and rotation of food items and supplies; verify accuracy of shipments; oversee and conduct daily 
and periodic inventories; account for student meals; prepare class sheets for daily record-keeping; enter and modify information as 
appropriate; ensure timely and accurate count of meals to be produced; assist in packing meals for transportation to satellite school 
cafeterias; receive meal counts for satellite schools; receive and count money, issue and collect meal cards and sell food and beverages; 
operate a computer terminal to input and reference related student and food service data; assist in the development and implementation 
of weekly menus according to established portion control and recipe guidelines; calculate and adjust recipes for new menu items as 
directed; coordinate catering functions for special school events; oversee and participate in food service cashiering activities; ensure 
proper distribution, collection, sorting, counting and monitoring of meal cards; prepare, balance and account for cash drawers; review 
and verify accuracy of receipts and transactions; prepare bank deposits as directed; coordinate activities and personnel to ensure food 
service facilities, equipment and utensils are maintained in a clean and sanitary condition; inspect and review food preparation and 
serving areas to ensure appropriate health and safety standards are maintained; operate standard food service equipment such as slicers, 
ovens, can openers, food carts, mixers, choppers, stoves, and warmers; oversee and participate in the utilization of a computer to perform 
cashiering transactions and input data as required; prepare and maintain a variety of records and reports related to food items, menus, 
receipts, inventory, calendars, students, sales and assigned activities; review personnel timesheets; prepare class sheets, production 
records, temperature logs, transport forms and inventory; complete and prepare daily cash deposits; communicate with students, staff 
and various outside agencies to exchange information, coordinate activities and resolve issues or concerns; open and close the kitchen 
according to established procedures; prepare food and beverages for sale; count and set-up plates, trays and utensils; stock condiments, 
food items and paper goods; set up, disassemble, clean and operate stoves, ovens, mixers, steam tables, slicers and graters; stock 
condiments, food items and paper goods before, during and between servings; order, store and rotate supplies in storage areas, receive 
and verify orders and store supplies; ensure proper inventory levels are maintained; wash and clean pots, pans, utensils and various 
serving equipment as necessary and set up prepared foods, dispense foods in proper portions.  
 

MINIMUM QUALIFICATIONS: 
Knowledge of: Methods of preparing, cooking, baking and serving foods in large quantities; methods of adjusting and extending 
recipes and proper substitutions; sanitation and safety practices related to preparing, handling and serving food; general nutrition, food 
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values, food combinations, economical substitutions and menu planning; oral and written communication skills; interpersonal skills 
using tact, patience and courtesy; principles of training and providing work direction; operation of a computer and assigned software; 
applicable laws, codes, regulations, policies and procedures; inventory practices and procedures including storage and rotation of 
perishable food; quality and portion control techniques; mathematic calculations and cashiering skills; proper lifting techniques and 
record-keeping and report preparation techniques.  
 

Ability to: Lead, oversee and participate in food service operations including the preparation, cooking, baking, serving and selling of 
food items to meet student needs at an assigned school site; generally apply, preparation and serving of foods according to State, Federal 
and Local guidelines; conduct daily inventories and order appropriate amounts of food items and supplies; train and provide work 
direction and guidance to assigned staff; prepare attractive, appetizing and nutritious meals for students and staff; follow, adjust and 
extend recipes; ensure food service facilities, equipment and utensils are maintained in a clean and sanitary condition; operate a computer 
and assigned software; count money, make change and operate a cash register; oversee food service cashiering functions and account 
for related transactions; determine appropriate quantities of food items to meet student needs; operate standard kitchen equipment safely 
and efficiently; follow and ensure compliance with health and sanitation requirements; communicate effectively both orally and in 
writing; establish and maintain cooperative and effective working relationships with others; meet schedules and time lines; work 
independently with little direction; add, subtract, multiply and divide quickly and accurately; maintain records and prepare reports. 
 

Education and experience:  Any combination equivalent to: graduation from high school or its equivalent and two years of 
experience in quantity food preparation. 
 

LICENSES AND OTHER REQUIREMENTS: Valid and appropriate ServSafe food service certificate(s).  
 

WORKING CONDITIONS: 
Environment: Kitchen, snack bar, barbecue or mobile food cart environment; heat from ovens and cold from walk-in refrigerators 
and freezers as assigned by the position. 
Physical Demands: Lifting heavy canned food cases; stooping and bending at the waist; dexterity of hands and fingers to operate 
various kitchen equipment and utensils; reaching overhead, above the shoulders and horizontally to store food and related materials and 
ability to see to monitor food quantity and quality. 
Hazards:  Heat from ovens; exposure to steam, very hot foods, equipment, and metal objects; working around knives, slicers or other 
sharp objects; exposure to cleaning chemicals and fumes. 
 

TO APPLY: You must obtain an application packet and return the completed application by the filing deadline to Human Resources-
Classified, 500 E. Santa Barbara Street, Santa Paula, CA.  Application must be sufficiently complete and specific to fully indicate the 
experience and other qualifications of applicants.  Résumé or additional attachments may be included with your application, but not in 
lieu of an application.   
 

SELECTION PROCESS: Application: Applications will be screened for evidence of the minimum requirements for the 
position.  Falsification or omission of a material fact is cause for rejection, removal from the eligibility list or dismissal from 
employment.  
Eligibility: All applicants are required to pass a written exam (weight 50%), and a qualifications/technical appraisal/oral examination 
(weight 50%). All applicants must achieve a passing score in each part of the examination process in order to be placed on the eligibility 
list. 
Employment Verification:  In accordance with the Immigration Reform and Control Act of 1986, new employees must provide 
written proof of their legal right to work in the United States. 
Fingerprinting:  State law requires that all employees be fingerprinted.  AB 1610 prohibits employment until the Department of 
Justice completes its obligations regarding the arrest and conviction information.  
Reasonable Accommodation For The Disabled:  Individuals with disabilities requiring reasonable accommodation in the testing 
process must notify Classified Human Resources at 933-8890. Official documentation must be submitted to the Classified Human 
Resources office no later than 3:30 p.m. on the final filing date.  
OPEN & PROMOTIONAL INFORMATION:  Open and Promotional examinations are open to competition by qualified 
employees and non-employees alike.  All promotional candidates who successfully complete the examination process are placed on a 
promotional eligibility list which must be used first in filling the vacancy(ies).  If this list contains fewer than 3 ranks, it is then 
supplemented by names from the “Open” eligibility list. 
 
 
 

 
 
 
 
 
 
 
 
 
 
Note: The district has the right to limit the number of eligibles which can be reasonably used during the existence of the eligibility list.  The provisions of this announcement do not constitute an 
expressed or implied contract and any provisions contained in this announcement may be modified or revoked without notice.    POSTED 03/15/21 

The Personnel Commission of the Santa Paula Unified School District prohibits discrimination, harassment, intimidation, bullying and sexual harassment based on 
actual or perceived ancestry, age, color, disability, gender, gender identity, gender expression, nationality, immigration status, marital status, parental status, family 
status, pregnancy status, race or ethnicity, religion, sex, sexual orientation, or association with a person or a group with one or more of these actual or perceived 
characteristics in all educational programs, school related or school sponsored activities, school attendance or employment policies which may have an impact or 
create a hostile environment at school as required by Title IX of the 1972 Education amendments, Section 504 of the Rehabilitation Act of 1973, the Americans 
with Disabilities Act, the California Fair Employment and Housing Act, and other applicable laws and regulations. For questions or concerns regarding 
discrimination, harassment, intimidation, bullying or sexual harassment, please contact the District's Discrimination, Equity, and Title IX Compliance Officer: 
Stephanie Barnes, Executive Director, Student Support Services, 201 S. Steckel Drive, Santa Paula, CA  93060, 805-933-8836, sbarnes@santapaulaunified.org. 
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