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Classification Specification
	

	
	9500201

	
	COOK/BAKER II 



Class Summary

The responsibilities of this classification include the following duties which are performed in a controlled security environment or treatment setting: Supervise, plan, organize and assign work to a crew of cook/bakers;  schedule and supervise kitchen workers; monitor food supplies and inventory; serve as primary trainer for new employees; conduct performance evaluations and initiate disciplinary issues; and troubleshoot and resolve problems/disputes to maintain and ensure efficiency of the food services operation.
Distinguishing Characteristics

This is the supervisory level of the food preparation classification series and is distinguished from the other level in that incumbents are responsible for supervising the work of cook baker staff and kitchen workers to ensure effective food service operations.  Supervisory Cooks may perform the duties of the Cook/Baker I classification as needed.  

Examples of Duties (May vary by position)

1. Supervise, organize and assign work to cook bakers.  Assign tasks to staff, provide assistance and advise employees regarding food-service/kitchen issues that arise.
2. Maintain staff schedule, including vacation and sick leave records.
3. Supervise staff and oversee preparation of menus, food storage and preparation and serving of meals, including those for special diets; maintain related records and forms. 
4. Ensure kitchen staff and inmate workers are properly trained and supervised.  Train and advise kitchen staff regarding proper supervision of inmates, resolve problems, and ensure removal of inmate workers who do not comply with kitchen rules.
5. Conduct regular inspection of all kitchen areas to ensure proper sanitation, waste disposal, food storage, and proper use and maintenance of kitchen equipment, and ensure working conditions are safe.  Troubleshoot equipment problems; oversee the repair of kitchen equipment.
6. Prepare and conduct employee performance; document performance and initiate disciplinary actions as needed. 
7. Provide input and recommendations regarding kitchen/food-service operations; serve on interview panels for hiring new staff.
8. Conduct weekly and monthly inventory to ensure adequate food supplies are available, including review and revision of purchase orders.  Monitor inventory and place special orders as needed to ensure adequate food supplies and ingredients are available.  Order food including staples, frozen foods, produce and dairy products: receive, inspect, store, maintain and inventory supplies.
9. Respond to inmate kites and grievances related to food services.  Work collaboratively with other staff to assist with coordination of special events.
10. Utilize computers on a regular basis for completion of various functions including entering payroll for food service staff, inventory control, preparation of menus, and access to various electronic forms; utilize computerized spreadsheets (Excel) to track costs and access tracking charts and work schedules; utilize automated systems to verify inmate population and special diet locations; utilize computer (MS Word/Outlook) for routine correspondence, e-mail and electronic department training. 

11. Perform other duties as assigned.  

Knowledge/Skills (May vary by position)

Working knowledge of food planning and preparation, cooking and baking, and nutrition standards in an institutional environment
Work knowledge of effective supervisory principles, practices and techniques
Working knowledge of food service equipment
Knowledge of Washington State health and fire codes
Knowledge of food service including menus, orders, inventories, quality control and preservation
Some positions require knowledge of special dietary needs for those with special dietary requirements
Communications skills (oral and written)
Basic computer skills
Supervisory and scheduling skills
Organizational skills (including assigning work to staff)
Skill in working as a team member and team building skills
Skill in overseeing and training staff
Mathematics skills
Licensing, Certification and Other Requirements

Food handler’s permit
Pass a security background check and polygraph test
Washington State Driver’s License (some positions)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	Cook/Baker I & II
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