Job Description –Assistant Cook
Mission: The mission of Gateway Association, Inc. is to help young children of all abilities reach their highest potential through education and other support systems.

Qualifications:	
· Must be 18 years old or older  
· Must have a high school diploma or GED
· Valid driver’s license, proof of insurance, and dependable transportation
· Must maintain current training in Universal Precautions
· Must pass a 5 phase drug screen
· Must pass a fingerprint background check through the FBI

Direct Supervisor:
	Lead Cook

Physical and Mental Demands:
· Ability to lift 60 pounds
· Ability to reach over head
· Ability to bend down
· Finger dexterity
· Ability to communicate orally, visually, and in writing
· Ability to read all necessary documents
· Computer literacy
· Basic mathematical abilities
· Basic organizational abilities
· Ability to present a pleasing image of the organization through interaction with the public
· Ability to maintain confidentiality and professional standards
· Ability to cope with stress
· Ability to remain calm in crisis situations
· Demonstrate appropriate professional reaction to other’s behavior 

Responsibilities: 
Note: Numbering does not indicate priorities; all responsibilities are of equal importance.
1. Comply with all Agency regulations and procedures
2. Comply with all regulatory agency guidelines
3. Assist the Cook
4. Maintain professional standards
5. Assist with fundraising for the Agency
6. Other duties as assigned

Evaluation – Assistant Cook

Name: 										

Hire Date: 									

Date of Evaluation: 								

Signature of employee: 							

Signature of evaluator: 							

Note the following points will be rated on a scale from 1 to 4. 
1 – Poor or unacceptable performance
2 – Improvement is needed
3 – Good performance
4 – Excellent/outstanding performance

1. Comply with all Agency regulations and procedures
1	2	3	4

Comments 										

												

2. Comply with all regulatory agency guidelines
1	2	3	4

Comments 										

												

3. Assist the Cook

Assist with grocery shopping as needed
	1	2	3	4

Help store food properly
	1	2	3	4

Help inventory and rotate food supply 
	1	2	3	4

Handle food properly 
	1	2	3	4

Assist in food preparation and maintaining proper temperatures
	1	2	3	4	

Assist in getting food on the carts and to the classrooms at designated meal times
	1	2	3	4

Assist in documenting menu changes on and classroom and hallway menus
	1	2	3	4

Assist in maintaining the kitchen in a clean and orderly manner
	1	2	3	4

Follow proper procedures for cleaning and sanitizing tableware and kitchenware
	1	2	3	4

Clean kitchenware and table ware are promptly and properly stored
	1	2	3	4

Follow sanitation guidelines
	1	2	3	4

Wear appropriate head covering
	1	2	3	4

Assist the cook in completing paperwork as needed
	1	2	3	4

Assist the cook in completing all items on the daily and weekly cleaning checklist
	1	2	3	4

[bookmark: _Hlk534701283]Cover all cook responsibilities in the absence of the cook
	1	2	3	4

Comments 										

												


4. Maintain professional standards

Respect for co-workers
			1	2	3	4	

Cooperation/Teamwork
1	2	3	4	

Attend staff meetings
			1	2	3	4	

Represent Gateway in community activities as needed, including fund raising events and community events
			1	2	3	4	

Maintain confidentiality
			1	2	3	4	

Appearance
			1	2	3	4	

		Follows agency dress code
			1	2	3	4	

Verbal communication skills
			1	2	3	4	

Written communication skills
			1	2	3	4	

Computer skills
	1	2	3	4	

Positive attitude
			1	2	3	4	

Dependability	
			1	2	3	4	

Punctuality
			1	2	3	4	

Notify immediate supervisor in the event of absence or appointments
1	2	3	4	

Flexibility
			1	2	3	4	

Continuing education/skill improvement
			1	2	3	4	

Reports suspected abuse and neglect
			1	2	3	4	

Comments:										

												

5. Assist with fundraising for the Agency
1	2	3	4

Comments 										

												
6. Other duties as assigned 
1	2	3	4

Comments 										

												


Employee’s comments in response to the evaluation:

												

												

												

												

												

												


Individual Growth and Training Plan

Name: 							Position: 					

Hire Date: 			Date Completed: 			Reevaluation Date: 		

Individuals involved in creating this plan: 								

Strengths to build on: 											

													

Focus areas in need of improvement: 								

													

	List Goals and the desired Outcomes that will result from the action steps created.

	Goal 1:




	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	Goal 2:




	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	Goal 3:





	What resources are needed to make progress toward this goal? (Provide detailed descriptions. Examples may include specific materials, technical assistance, professional development, etc.)




	Action Step/Strategy
	Person Responsible
	Time Frame
	Date Completed

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	



Signature of employee: 										

Signature of Executive Director: 											
Progress Notes:
	Date
	Notes
	Follow Up

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	



Attestation:  I have received, reviewed, and understand the job description and job duties herein.

Job Description & Evaluation Title:								

Date Written: 						Date Updated: 			

Signature: 								Date: 			

Printed Name: 										

Date Written: 1/2019	Date Updated: 	Assistant Cook/Custodian
