OKANOGAN COUNTY TRANSPORTATION & NUTRITION

P.O. BOX 471       OKANOGAN,  WA     98840

Job Description

Position Title:
Site Director (Okanogan County meal sites)



Hourly – Subject to Fair Labor Standards Act
Reports To:

Executive Director

Supervises:

Cooks, Aides and volunteers
Position Summary:

The site director is responsible for all activities at the site during nutrition meals.  The site director serves as host or hostess at the site and will keep accurate daily data of site activities.  The site director is responsible for all paperwork and making daily bank deposits.  The site director is responsible for recruiting volunteers for the nutrition program.
Essential Job Functions:

1. Is supervisor to paid staff and volunteers and responsible to see that their performance is acceptable and that each is performing his/her job function according the policies of OCTN and the Nutrition Handbook.

2.
Is responsible for maintaining proper volunteer staffing and supervision or volunteer activities.  Recruits and trains volunteers to assist with nutrition activities


3.
Is responsible for assuring all participants sign the guest list and fill out participant information forms (PIF’s) at the time of their first meal.

4. Is responsible for all daily sign-in sheets, paperwork and data to be mailed or delivered to the main office at least on a weekly basis (daily for Omak and Okanogan nutrition sites).  

5. Is responsible for collecting required fees for persons under age 60.

6. Keep records according to the policies of OCTN regarding donations for congregate meals and fees for u-60 meals.  Is responsible for counting the money along with another person and depositing the money into the bank on a daily basis.  
7. Serves as a liaison between the senior center and OCTN and acts as an information outlet for seniors.  Performs on-going outreach services at the site.

8. Performs as host/hostess or assigns a volunteer to greet, seat and make participants welcome and comfortable.  Makes announcements regarding program activities and generally promotes OCTN programs.

9. Is responsible for initial home delivered meal assessments in a timely manner and for re-assessments as participant names are furnished by the central office.
10. Is responsible for assuring health department standards are maintained and that all staff members are following health department rules.
Special Requirements

· Must have a clear understanding of the senior nutrition program and the ability to separate the senior center activities from the senior nutrition program activities.
· Must be willing and able to take direction.

· Be aware of the needs and problems of senior citizens.  

· Have an interest in improving the general living standards of the elderly.

· Possess an understanding of the community’s make-up and local resources.

· Be personable, friendly, patient and courteous to all persons attending the meal site.  Have the desire and ability to associate with and relate to seniors.

· Able to maintain a cooperative, coordinating team effort with other employees.

· Obtain and keep a current Food Handler’s Permit 

· Complete and submit a Washington State Criminal History Background inquiry form upon hire
· Must be physically able to assist participants when necessary and to help in the kitchen when necessary

· Must comply with all OCTN policies and procedures

Training

· Participate in nutrition training programs
This job description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts or working conditions associated with this job; it is intended to be an accurate reflection of the principal job elements.
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