JOB TITLE:

DEPARTMENT:

LOCATION:
SALARY:
GRADE:

REPORTS TO:

JOB SUMMARY:

WICHITA AND AFFILIATED TRIBES
POSITION DESCRIPTION

Cook/Teacher - WCCC

Maintenance & Field Support Staff

Offsite: 418 West Cummins Road, Hinton, Oklahoma 73047
Minimum: $13.00  Midpoint: $14.50 Maximum: $16.75
MES -2

Wichita Child Care Center Director

The Cook/Teacher is responsible for following the Child and Adult Care Food Program guidelines in the
daily preparation of meals according to recipes and the menu, ensuring quality food. Maintains a clean,
organized, and sanitary kitchen. Manages inventory and ordering supplies. Serves as a teacher on an as-
needed basis. Maintains the minimum required training for a teacher. This position may work outside
of the normal work week.

CORE DUTIES AND RESPONSIBILITIES:

1. Responsible for following the Child and Adult Care Food Program (CACFP) guidelines.

2. Read, interpret, and ensure compliance with the current Child and Adult Care Food Program
Fiscal Year Center Training Manual.

3. Maintains an adequate inventory of food for the preparation of meals and snacks, checks food
shipments, and signs inventory after the order has been verified.

4. Ensure families complete the CACFP Family Size Income Application, Letter to Household, and
Building for the Future form annually and provide them to the CACFP Coordinator.

5. Responsible for the submission of the end-of-month data, paperwork, and forms to the CACFP
Coordinator by the 5" of each month.
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Responsible for checking refrigerator/freezer temperatures each morning, food temperatures
before serving, and maintaining a record to complete the daily paperwork.

Serves as a teacher during the regular teacher's absence, performs classroom teaching duties and
responsibilities, and maintains required teacher training.

SPECIFIC PROGRAM DUTIES:

1.

10.

11.

12.

13.

14.

Maintains compliance with CACFP guidelines and regulations, including enrollment paperwork
for each family.

Attends monthly meetings with the CACFP Coordinator.
Completes all necessary training annually (CACFP Civil Rights).

Receives forms from the CACFP Coordinator and appropriately files: free, reduced, and non-
eligible forms in the correct binder for each family.

. Follows the health and safety standards of the Food Handlers, mandatory use of hairnets and

gloves at all times in the kitchen and while delivering food to classrooms.

Maintains a clean and organized kitchen and storage areas: all appliances, countertops, and walls
will be cleaned and sanitized daily. Dishes washed, dried, and put away.

Maintains correct rotation of first-in, first-out inventory of food supply with accurate date labels.

. Makes recommendations regarding the purchase of equipment and supplies in consultation with

the CACFP Coordinator.

Maintains recipes and carefully scrutinizes all ingredient labels for food additives and allergens.
Ensures all foods are cut to the necessary size before placing them on the food carts.

Follows regular 4-week cycle menus provided by the CACFP Coordinator.

Directs all parents with concerns about the menu to the CACFP Coordinator, and works together
to find a solution.

Communicates with the CACFP Coordinator about any concerns regarding the food program.

Maintains a professional attitude and a flexible, positive approach to the job.
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15. Reports a suspected child abuse incident, required by law, and cooperates fully in the
investigation of any allegations.

16. Reports the attendance head count to the CACFP Coordinator by 10:00 am each Friday.
17. Performs other duties related to the position as determined necessary.

EDUCATION AND EXPERIENCE:

1. Preferred: Possess an Associate’s Degree in Culinary Arts, Child Care Development, Nutrition,
or any closely related field from an accredited College or University with three (3) years of
verifiable, successful work experience as an administrative assistant or in a position of equal level
or responsibility.

2. Minimum: High School or General Education Diploma AND a minimum of 1-year experience
in an increasingly responsible administrative/clerical capacity, with a demonstrated experience
serving in an entry-level capacity, and/or a combination of education, training, and experience
equal to 1-year can be substituted, which must be documented.

KNOWLEDGE, SKILLS., AND ABILITIES:

1. Knowledgeable and skilled in correct spelling, grammar, and administrative office procedures.
2. Knowledgeable in Microsoft Word and Excel.

3. Skills in Communication, both oral and written, to interact with children, colleagues, program
directors, parents, public, tribal leadership, employees, vendors, and other individuals.

4. Skills to read, analyze, interpret documents, and write routine reports.
5. Ability to organize and maintain clear and concise records.
6. Ability to operate software for letter processing and spreadsheets.

7. Ability to interpret and follow program guidelines related to the Child Care Development Fund,
Department of Human Services Child Care Licensing, and related programs.

8. Ability to be a self-starter and work with minimal supervision.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Workers usually must withstand the pressure and
strain of working in close quarters, standing for hours at a time, lifting heavy pots and kettles, and working
near hot ovens and grills. Job hazards may include slips and falls, cuts, and burns, but injuries are seldom
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serious. Frequent stressful conditions. The noise level in the work environment is usually moderate to
occasionally loud.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Must be physically able to operate a variety of
kitchen appliances and pass a physical exam. Must be able to stoop, crawl, kneel, and bend in order to
speak to children at the child’s eye level, to play with children, and to pick up toys/equipment off the floor.
The employee must frequently lift, carry, and move more than 40 pounds.

SPECIAL REQUIREMENTS:

Possess a valid Oklahoma Driver’s License. Subject to a background check and drug screening. Must sign
a Confidentiality Agreement and abide by confidentiality regarding the program. Must be 18 years of age.
The Wichita and Affiliated Tribes hiring preference policy applies.

This certifies that I have read the position description and I am capable of performing all essential
functions of the job.

EMPLOYEE DATE
DEPARTMENT SUPERVISOR DATE
TRIBAL ADMINISTRATOR DATE
HUMAN RESOURCES DEPARTMENT DATE

Job descriptions are primarily used to identify the core duties and responsibilities of a position and to
determine the level of compensation for the position. Other duties and responsibilities may be added or
removed at the discretion of the Wichita Affiliated Tribes Executive Management.
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