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The School Food Service Directors of Minnesota (SFSD) organiza-
tion was formed approximately 10 years ago, and continues to function
as a forum "to encourage and develop the highest standards" for its
membership. One recent project of this group was this development of
a job profile for their common positions.

The job description tasks were largely written during a 2-day
Workshop attended by 37 of the 74 SFSD members. A group of 6 elected
Officers of the organization then edited and polished the document.

The tasks were converted to a questionnaire-type format and mailed
to the entire SFSD membership, who were requested to state whether
they performed each task, and if so, how often and for how long a period
of time. Returns were received from 53(72 percent) of the membership.

Analysis of the data indicated that 75 percent of the respondents
Performed 89 percent of the originally identified tasks. A great deal of
variability was evidenced; however, only 27 percent of the tasks were
Performed by 95 percent of the directors.

Further indication of variability was evidenced by the fact that many
more tasks were performed monthly or yearly than were performed
daily or weekly (67 vs. 14, respectively). This indicates that the job of
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school food service director requires a wide range of skills.

Largest mean yearly percentages of time were spent performing
tasks in Assembly and serving of food (Category II) and in Category V,
Menu planning and evaluation (15.4 and 14.1, respectively). Respon-
dents spent an average of 5.87 percent time on Communications and
public relations (Category X), which was similar to the amount of time
spent on Category VII, Procurement and contracts (5.7). Higher
percentage time in Professional meetings (Category VIII) was signifi-
cantly associated with both greater experience as a manager and
greater experience in food service. Promote nutrition education
(Category IX) was strongly associated with possession of a college
degree. Generally speaking though, directors in the larger districts
spent above average percentage time in performance of tasks in many
categories.

The job profile, in its entirety, was applicable for approximately half
the survey respondents. Or, put another way, approximately one-fourth
of the tasks on the job profile were performed by everyone responding.
It is imperative, then, that individual adaptations be considered.
Continuing education is desirable to foster professional growth of
those holding the position of school food service director.
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Food service in our public schools has become increasingly impor-
tant during the past two decades. This is true not only because of the
substantial impact on youngsters' nutrition, but because of the demand
the program puts on budgets of school districts and the coordinating
state agency.

A school food service is a complex operation; the person in charge
must be competent in many areas. This competence is often assumed
rather than specified. Directors of the food service activities in the
public schools often do so without a formal written description of the
jobs they actually are to perform.

A job description would outline the nature of the work associated
with a position and indicate the type of person best able to fulfill it.

Additionally, job descriptions form the basis for determining continu-
ing professional education. Although it was believed that food service
directors in Minnesota schools were all performing essentially the
same job, there was not a common description for the position.

These pages outline the tasks (job profile or collection of duties)
which might become the basis for developing a more formal descrip-
tion of the jobs of school food service directors of Minnesota.

In addition, evidence as to the validity or accuracy of this document
will be offered.

Background

About 10 years ago school food service directors in the Twin Cities
area met to discuss common problems and formed an organization of
30 interested directors. In 1974 the group expanded statewide.

Five years later its name became School Food Service Directors of
Minnesota (SFSD). The membership (open to just one person per
school district) has grown to nearly 75 by 1982. Meetings are four times
a year. Objectives listed in the SFSD constitution include:

O To work toward an effective, coordinated cost accountability
program among all state school food services.

O To help initiate effective nutritional education programs within the
state school districts through school feeding programs.

O To initiate and support cooperative use of current sound nutrition
information and practices.

o To encourage and develop the highest standards for school food
service directors, working toward a professional certification
program for the state of Minnesota's school food service directors.

o To work for favorable legislation for the improvement of school
food service and nutrition education.

How this job profile developed

SFSD members realized the importance of a job outline. In summer
1980 two SFSD officers asked the second author of this publication for
assistance in accomplishing this. The result: a 2-day workshop in fall
1980 attended by 37 SFSD members who identified the tasks performed
by the school food service director.

Six weeks later, an SFSD committee met with the authors to edit the
job profile which then consisted of 11 categories, each containing from
2 to 10 tasks. The committee made some additions and the result is the
Complete Job Profile with 14 categories of from 4 to 11 tasks in each.

Statements of the tasks were then worded as a questionnaire. After
a pilot test, questionnaires were mailed to all SFSD members.

Survey methodology

Respondents were asked to report their usual performance of each
task as follows:

Column 1: Number of times performed
Column 2: Whether this performance was daily, weekly, monthly,

yearly, or never
Column 3: Approximate hours EACH TIME task was performed

Extensive instructions and examples were included, as well as a
cover letter from the president of the SFSD group explaining the
project. Also included were questions pertaining to each respondents'
background, experience, and number of hours contracted to work in
the present job.'

Four volunteers from the SFSD membership pilot-tested the ques-
tionnaire; their suggestions were incorporated into the format. Ques-
tionnaires were mailed to 74 Minnesota school food service directors.
All replies were identified by numerical code only.

Returns were analyzed for frequency of performance and estimated
number of hours devoted to performance of each task and each category
of tasks. In addition, percentage of total job time devoted to each of the 14
categories was examined. This was done for all respondents, and for
respondents by size of district and other demographic variables such as
experience, age, and education.
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*Marjorie F. Fruin is an assistant professor, Department of Food Science and Nutrition, University of Minnesota; Robert P. Olson is extension specialist, hospitality and food service
management, in the same department; Janet K. Brown is food service director, Prior Lake Public Schools, Prior Lake, Minnesota and immediate past president of School Food Service
Directors of Minnesota (SFSD).
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This is an all-inclusive list. It should be tailored to the individual school district.

I. Establish System for Receiving, Storing, and Allo-
cating Food and Non-Food Materials
1. Develop or maintain procedures for receiving

food and non-food materials
2. Develop or maintain procedures for proper

warehousing and storage of food and non-food
materials

3. Develop or maintain procedures for allocating/
distributing food and non-food materials

4. Develop or maintain inventory systems for food
and non-food materials

II. Establish and Evaluate Assembly and Serving of
Food
5. Develop, standardize, or review recipes
6. Maintain food quality
7. Effect cost control
8. Monitor production and serving areas
9. Review meal evaluations
10. Schedule efficient utilization of equipment

III. Maintain Sanitation and Safety Standards
11. Train personnel in standards of safety and sani-

tation procedures
12. Inspect food service areas on a regular basis
13. Comply with federal, state, and local health and

safety regulations

IV. Assume Responsibility for Staffing and Job
Performance

14. Recruit, interview, hire, or assign personnel
15. Provide inservice programs or continuing edu-

cation for staff members
16. Write job descriptions for program personnel
17. Maintain performance review system
18. Determine staff ratios or work schedules
19. Promote membership or involvement in profes-

sional organizations
20. Conduct meetings with key personnel
21. Promote positive employee personnel attitudes
22. Develop or maintain employee personnel

records
23. Serve as resource for negotiations and con-

tract interpretation
24. Enforce appropriate hygiene and grooming

standards for personnel
V. Plan and Write Nutritious Menus

25. Determine and evaluate available USDA
commodities

26. Utilize purchased inventory
27. Consider seasonal and special events
28. Utilize available resources to plan effective

merchandising programs
29. Evaluate student acceptability and parent input

30. Comply with federal, state, and local regulations
31. Assess employee compatibility and perfor-

mance to insure optimum production and
efficiency

32. Consider equipment utilization
33. Calculate menu costs

VI. Develop and Maintain Financial Accountability
System

34. Process and review free and reduced meal
applications

35. Prepare child nutrition reports
36. Approve invoices and statements for payment
37. Calculate value of inventory
38. Approve payroll for payment
39. Compute capital outlay expenditures

VII. Procure Food Supplies, Equipment, and Contract
Services

40. Determine program needs based on available
resources

41. Sample and compare products currently availa-
ble for value, quality, and appropriateness for
school use

42. Participate in and document bidding or quotes
- and purchasing process of school district

43. Develop specifications for procured items
VIII. Participate in Professional Organizations

44. Attend appropriate meetings
45. Promote employee/self membership in profes-

sional organizations
46. Work toward effective child nutrition legislation
47. Cooperate with allied groups
48. Read or study professional journals

IX. Promote District Nutrition Education
49. Involve students in menu planning
50. Disseminate nutrition education information on

menus
51. Integrate food service nutrition education activ-

ities into curriculum
52. Provide nutritious meals as models to students

and staff
53. Encourage cooperation between food service

staff and teachers
54. Serve as resource person

X. Promote and Maintain Effective Communication
and Positive Public Relations

55. Report to or secure support of school board
administration on child nutrition programs

56. Provide information to or secure support of staff
on child nutrition programs

57. Involve student, parent, and staff advisory
groups as appropriate

58. Publish news releases or newsletters to provide
program information

59. Provide food service for special school and
community related activities

60. Establish effective working relationships as a
member of the administrative team among all
departments within school district

Xl. Formulate Child Nutrition Program Budget in Ac-
cordance with District Fiscal Policy

61. Set long and short term program goals
62. Develop budget categories within realm of dis-

trict's fiscal policy
63. Establish prices
64. Project and monitor revenues and expenditures
65. Determine capital outlay needs
66. Review and assess financial needs
67. Provide statistics/data for district use
68. Promote legislation to insure maximum state

and federal revenues
69. Review performance to budget

XII. Direct Program Activities in Compliance with Feder-
al/State/Local Governmental Regulations

70. Review school food service program opera-
tions as required by changes in federal/state
regulations

71. Communicate information pertaining to federal/
state/local governmental regulations as they
affect program operations to other administra-
tive team members and school food service
personnel

72. Maintain an effective working relationship with
state Child Nutrition Program administration

73. Inform local/state/federal personnel concerned
with school food service programs of needs to
alter policies affecting said programs in order to
improve them

XIII. Determine Program Goals and Objectives
74. Establish organizational framework for achiev-

ing goals and objectives
75. Evaluate and determine effectiveness of individ-

ual school food service units in relation to
specific established goals

76. Evaluate effectiveness of achieved goals for
entire program

XIV. Plan Food Service Facilities and Specify Equipment
77. Assist with planning utilization of space for food

service unit according to menu production
systems

78. Prepare layout to provide efficient flow of food
and materials through facility

79. Write and review equipment specifications for
purchase of required equipment

80. Provide for equipment maintenance and repair
81. Provide justification for renovation of existing

school food service facilities and/or replace-
ment of obsolete equipment

RESULTS

The State of Minnesota has 87 counties, 439 school districts, and a
student enrollment (K-12) of over 750,000. Ten percent of the districts
and nearly, half of the students are to be found in the 7 county, Twin
Cities-Metropolitan area. Members of the SFSD organization were
employed in 32 counties. Of this membership, more than half were to be
found in the metro area schools; these directors serve nearly three-
fourths of all students in SFSD-member districts.

Fifty-three (72 percent) of the questionnaires were returned. Two
were discarded due to incomplete data. These 51 respondents
represent 27 of the 32 counties with a director position. Statewide, this
is 31 percent of the counties, 12 percent of the school districts, and 45
percent of the K-12 enrollment.

The typical respondent was female, but other characteristics varied
widely. Approximately half of the group reported having a college
degree and half did not. The majority had over 10 years experience,
both in food service in general and also as a manager, and supervised
40 or more employees.

Whether tasks were performed

Examination of the absolute frequencies of performance of each of
the 81 tasks indicated that all of the tasks on the job profile were
performed by at least 55 percent of the respondents (figure 1). If 3 tasks
are removed, the remaining tasks were performed by 65 percent of the
respondents. Further, if an additional 6 tasks are removed, then 75
percent of the respondents would be performing 72 of the 81 tasks in
the job profile. Of these 9 tasks which were not as routinely performed,
2 refer to writing job descriptions and doing performance appraisal and
3 refer to promoting nutrition education activities. The remainder
appeared to be isolated tasks throughout the other categories.

Figure 1. Minimum percentage respondents performing tasks on job
description (N =51)
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In other words, the data support the validity of the identified tasks on
the job profile. With the exception of 9 tasks, 75 percent of the
respondents performed 89 percent (72) of the 81 tasks originally
identified by the group.

There does appear to be variability of performance evidenced by the
data collected, however. For example, only 27 percent (22) of the tasks
were performed by 95 percent of these food service directors. Careful
examination of individual tasks is therefore warranted if actual job
descriptions are to be adapted in a district. Detailed information as to
whether tasks were performed is available.'

When tasks were performed

Another dimension of frequency of task performance concerns
whether it was performed daily, weekly, monthly, or yearly. Here again,
there is a great deal of variability.

Gross examination of the modal performance of each of the 81 tasks
indicate's'that 10 were primarily performed daily, 3 primarily weekly, 39
primarily monthly, and 29 primarily yearly (table 1). In numerous
instances, almost as many people reported performing the task more
frequently; for example, weekly instead of monthly.

Table 1. Modal frequency of performance of respondents,
by individual task

How often

Daily

Weekly

Task Number

6, 7, 8, 13, 21, 24, 30, 52, 53, 60

1, 3, 12

Monthly 2, 4, 5 9 10, 19, 20, 25, 26, 27, 28,
29, 31, 32 33 35, 36, 37, 38, 40, 41, 44,
45, 47, 48 49 50, 51, 54, 56, 57, 58, 59,
64, 67, 69 71, 72, 80

Yearly 11, 14, 15 16, 17, 18, 22, 23, 34, 39, 42,
43, 46, 55 61, 62, 63, 65, 66, 68, 70, 73,
74, 75, 76 77, 78, 79, 81

Total

Total tasks

10

3

One interpretation of these findings is that during a work-month of 22
days, approximately 2 of the tasks were performed each day, assuming
each is performed only once per month. Thus, it could be that these
tasks are performed up to 3 times a month. In any case, task
performance recorded as monthly hardly means that directors are not
busy every day. On the contrary, what these data probably indicate is
great variety and complexity in the job, as opposed to work in which the
same tasks are performed daily or weekly.

There was, however, a great deal of variability in when some tasks
were performed. Part of this variability probably resides in the
particular job; for example, how often a director provides for equip-
ment maintenance and repairs (task #80) obviously depends on the
condition of the equipment in the district. On the other hand, directors
reported processing free and reduced meal applications (task #42)
weekly, monthly, or yearly in approximately equal numbers, while a few
reported never doing it at all.

Possibly a task was performed whenever there was time available,
or possibly it was performed by someone else. When one reflects on
this variability, however, it is apparent that it can have very different
connotation from the variability in whether or not tasks were ever
performed. For example, if some directors perform a task daily while
other directors perform the same task monthly, how is this to be
interpreted with regard to 1) efficient use of job time, or 2) effectiveness
in accomplishment? In other words, is the director who performs a task
more frequently doing a better job, or is that person merely doing
unnecessary work? Or for that matter, is this merely a reflection of a
personal style of management, especially if directors devote approxi-
mately the same total amount of time? Detailed information as to when
tasks are performed is also available.2

Percentage time spent in performance of tasks

To compare the amounts of time being spent on the various tasks in
the job profile, yearly hours for each respondent were converted to
percentages. This conversion was needed because the food service
directors reported being contracted to work differing numbers of
weeks per year. That is, of the 51 respondents, 18 percent (9) reported
working more than 48 weeks per year, with the remaining directors
reporting between 30 and 48 weeks, inclusive. Mean yearly percentage
times, by category, are reported in figure 2.

The two largest mean yearly percentages of time, not surprisingly,
were for Assembly and serving of food (15.4%) and Menu planning and

39 evaluation (14.1%). The smallest mean yearly percentage of time was
spent setting Goals and objectives (1.3%).

Respondents reported spending an average of 5.87 percent time on
Communications and public relations activities, slightly more than on

29 Procurement and contracts (5.7%). Comparison of these, and other

81 percentages in figure 1, reveals much about where these school food
service directors typically spend their work hours.

'Contact Janet K. Brown
Food Service Director
Prior Lake Public Schools
Prior Lake, Minnesota 55372

2See footnote 1.

Differential performance time

Chi-square tests were run to determine whether percentage time
spent on each job category was independent of selected characteris-
tics of the directors themselves. These tests usually showed that
district size was more likely to be associated with yearly percentage
times devoted to a job category, but there were some notable
exceptions.

District Size. Mean yearly percentage time was significantly related
to district size for 6 of the 14 job categories. Although directors in
smaller districts spent more time on Menu planning and evaluation,
and on Formulate budget, the remaining significant associations
indicated that directors in larger districts spent above average
percentage time on Sanitation and safety, Staffing and job perfor-
mance, Procurement and contracts, Professional meetings, and
Promote nutrition education. Such might be expected; however,
involvement in professional meetings and nutrition education could be
due to factors other than district size.

Other Characteristics. Above average yearly percentage times in
certain categories was significantly associated with education and
experience regardless of district size. Promote nutrition education was
strongly associated with having earned a college degree. Involvement
in professional meetings was significantly associated with both
greater experience in food service and greater experience as a
manager.

Although above average time was spent on Staffing and job
performance when supervising 26 or more employees, there was also a
significant association between more employees and time spent
planning menus. This would seem to contradict the findings which
showed higher percentage time spent planning menus by directors of
smaller districts.

One explanation for most.of these associations could be that more
experienced directors work in the larger districts and supervise
greater numbers of employees. If this is so, their job description should
be written to accommodate their activities. Yet, the job description of
directors who do not do as many of these activities, or who do not do
them as often, should be written to reflect the activities which they do
perform.

Figure 2. Mean yearly percentage time spent performing tasks, by category
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