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Jurisdiction:
Cortland County

Jurisdictional Class:
Competitive

Adopted:
10/20/05

NUTRITION PROGRAM DIRECTOR

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for planning, organizing, directing, coordinating, and evaluating the Area Agency on Aging’s Nutrition Program, including congregate, home delivered meals and food distribution. The incumbent is responsible for ensuring that food service meets established standards as well as health and sanitary regulations.  The work is performed under general supervision with leeway allowed for the exercise of independent judgment.  Supervision is exercised over the work of subordinates.  Does related work as required.

TYPICAL WORK ACTIVITIES: 
(Illustrative only)

Manages the day-to-day operation and carries out the administrative functions of the nutrition services component of the Area Agency on Aging;

Directs the day-to-day operation of senior centers including meals and other related services;

Develops menus which meet the established nutritional standards;

Establishes effective budgetary management and food cost controls;

Assesses the adequacy of existing facilities for food preparation and service for senior citizens and develops and implements plans for expansion, relocation, and renovation of senior centers, and for the addition of services and equipment;

Maintains and analyzes detailed records and reports as guides in purchasing and is responsible for the purchasing of food, equipment, and supplies;

Determines the need for supportive services including outreach, escort information, and nutrition and health education;

Trains all nutrition services personnel, including volunteers;

Provides public information and education efforts including preparation of news releases, establishing contacts with media, attending meetings, speaking to groups and generally interpreting the role of the nutrition services component to the public;

Coordinates revenue enhancement activities;

Prepares quarterly program and budgetary reports and other reports as requested by the Director, Area Agency on Aging and required by New York State Office for the Aging;

Coordinates the delivery of services to a variety of community organizations;

Develops agreements and contracts where applicable to provide program services or to secure services needed by the program;

Coordinates with the Community Action Program (CAP), the Food Bank, and the NYSDOH in providing food pantries.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  

Thorough knowledge of quantity food preparation and service techniques particularly as 

they relate to food service for senior citizens; 

Good knowledge of eating habits, nutritional needs and food interests of senior 

citizens; 
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Good knowledge of food safety precautions;

Working knowledge of community agencies, facilities, and services that may be utilized 

to help the senior citizens; 

Working knowledge of public relations techniques; 

Ability to formulate a local government needs assessment for program areas;

Ability to plan and supervise the work of others; 

Ability to communicate effectively both orally and in writing; 

Ability to establish and maintain effective working relationships with others; 

Ability to deal effectively with the public;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree or higher in foods and nutrition, food service, nutritional management or closely related field and three (3) years of experience in administering a nutrition program or quantity food services, two (2) years of which must have been in a supervisory capacity; or

(b) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree or higher and five (5) years of experience as defined in (a), two (2) years of which must have been in a supervisory capacity; or

(c)
An equivalent combination of training and experience as defined by the limits of  (a) and (b).

