
ASSIGNMENT:  Ensures compliance of menu, food preparation, meal counts and orders food and supplies. Ensures compliance with HACCP and all sanitation 
and safety rules.  Provides leadership and direction to food service staff and communicates with the Food Service Supervisor as necessary. 
QUALIFICATIONS: 

 Valid Food and Beverage Service Workers Permit required. 
 

 Must have WSNA Certified Level 1 or must be able to obtain within two months of hire. 
 

 Maintain a minimum WSNA Certified Level 1 certification every year. 
 

 Valid Washington State Driver’s License and be able to pass a driving abstract record check required.  
 

 Must be able to lift approximately 10-15 pounds frequently and must be able to lift approximately 50 pounds occasionally.  Prolonged walking and 
standing is required. 
 

 Working home or cell phone required. 
 

 Ability to read and comprehend Manufactures’ and food service procedures and operational instructions and write required reports including but 
not limited to production records required. 
 

 Must have basic computer skills to perform all the essential functions of the position required. 
 

 Ability to adjust recipe sizes and measure food with great accuracy required. 
 

 Ability to provide positive and effective training to subs, cooks, bakers and any new staff required. 
 

 Ability to provide and maintain leadership that encourages a productive and positive working environment. 
 

 Must have effective and positive communication skills with all students, staff, administrators, supervisors, parents and the general public. 
 

 Must be productive, efficient (able to work at a fast pace), dependable, and able to meet timelines. 
 

 Skills necessary to build good rapport with students and staff from diverse cultural, social and economic backgrounds. 
 

 Successful school food service experience of more than two years (full-time) is highly preferred. 
 

 Successful sub head cook experience preferred. 
 

 HS Diploma or GED preferred. 
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TOPPENISH SCHOOL DISTRICT 
JOB DESCRIPTION 

 
TITLE:  Head Cook 
 
TITLE OF IMMEDIATE SUPERVISOR:  Food Service Supervisor 
 
WORK DAYS:  181 days per year 
 
HOURS PER DAY:  7½ - 8 hours per day (as assigned) 
 
BARGAINING UNIT:  Public School Employees 
 

DEFINITION OF POSITION:  The Head Cook will have the ability to organize and direct the work of other 
employees with a minimum of supervision. The HC will have the ability to maintain positive and 
cooperative working relationships within the food service staff and be supportive of the total program 
K-12. 



 
ESSENTIAL FUNCTIONS: 
 

1. Possess knowledge of and adhere to USDA and OSPI Governing Policies, Toppenish School 
District regulations, policies and procedures.  

 
2. Maintain excellent personal safety and sanitation procedures. 

 
3. Must be able to lift approximately 10-15 pounds frequently.  Must be able to lift approximately 

50 pounds occasionally.  Must be able to lift, carry, push, pull or otherwise move objects 
exerting approximately up to 60 pounds of force such as in organizing freezer and storeroom 
and preparing food. 
 

4. Responsible for planning, ordering, receiving, preparation, record keeping, sanitation, clean up, 
safety and security procedures in assigned kitchen. 
 

5. Complete food order accurately for the number of students and complete production records 
daily to include food temperatures for safety. 
 

6. Must possess knowledge of all equipment, appliances and operations. 
 

7. Must attend and participate in all Head Cook meetings and training. 
 

8. Responsible for inventory of food and non-food items. 
 

9. Responsible for organizing food in coolers, freezers and storeroom to meet regulations and 
safety recommendations. 
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ESSENTIAL FUNCTIONS (CONTINUTED): 
 
10.  Provide leadership and direction to food service staff.  Direct any performance issues, including 

but not limited to, corrective measures, warnings, or disciplinary actions to the Food Service 
Supervisor for review and implementation. 
 

11.  Maintain required certifications current. 
 

12.  Perform other appropriate tasks as assigned by the Food Service Supervisor. 
 

13.  Uphold TSD Board Policies, follow administrative procedures and enforce school rules. 
 
TYPICAL WORK: 
 
 1.   Follow planned menus and plan substitutions in case of emergencies. 
 
2.   Monitor food preparations and line service to ensure high quality and attractive appearance of 

food. 



 
 3.   Plan for proper storage of food and supplies. 
 
 4.   Maintain a list of food and supplies needed. 
 
 5.   Order supplies as authorized by Food Service Supervisor. 
 
 6.   Receive and sign for food and supplies as delivered. 
 
 7.   Notify supervisor of any items received in poor condition. 
 
8.   Use equipment properly and ensure that the equipment is used properly and maintained by all 

employees. 
 
 9.   Report breakdowns to supervisor. 
  
10.   Ensure compliance with HACCP and all sanitation and safety rules. 
 
11.  Provide positive and effective leadership and direction to others (cooks-cook/baker, student 

workers, etc.) in the kitchen and immediately direct any performance issues, including but not 
limited to, corrective measures, warnings, or disciplinary actions to the Food Service Supervisor 
for review and implementation. 
 

12.   Follow prescribed procedures for meal counting and production records.   
 
13.   Provide nutrition education sources in consultation with the supervisor, principal, and teacher. 
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TYPICAL WORK (continued): 

 
14.   Attend meetings, workshops, and seminars for improvement of job competencies. 
 
15.   Assist in the planning and production of special functions. 
 
16.   Train substitute cooks with positivity and professionalism. 
 
17.   Train, monitor, and keep time sheets on student workers. 
 
18. Maintain a minimum of Level I Certification with the School Nutrition Association. 

 
19.   Other related tasks as assigned by the Food Service Supervisor. 
  
20.      Uphold TSD Board Policies, follow administrative procedures and enforce school rules. 
 



MINIMUM QUALIFICATIONS: 
High School Diploma or GED preferred. 
 
Ability to read and comprehend procedures and operational instructions, adjust recipe size as needed and measure food with great 
accuracy.   
 
Basic computer skills required. 
  
Food and Beverage Service Worker’s Permit required. 
  
Possession of Level 1 Certification with School Nutrition Association, or willingness to take necessary classes to obtain required.   
 
Valid Washington State Driver’s License with a good driving record.   
 
Completion of Serving It Safe and other food service training and professional development or willingness to take when offered by the 
district.  
 
Ability to provide leadership and training needed to maintain a positive and productive working environment.  
 
Must be productive, efficient (fast pace), dependable, and able to meet timelines. 
 

Must be able to lift approximately 10-15 pounds frequently. Must be able to lift approximately 50 pounds 
occasionally. Prolonged walking or standing is required.  Ability to exert approximately 5 to 60 pounds of force 
to lift, carry, push, pull or otherwise move objects such as lifting pans of food and moving supplies.  Frequent 
hand, wrist and finger flexion/extension such as in serving or mixing food, and operating equipment such as a 
dishwasher. 
 
Demonstrated ability of good planning skills and creativity. 

 
Must be willing to try new ideas, items, and be flexible to change.  
 


