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JOB DESCRIPTION

TITLE:



Nutrition Director

SUPERVISOR:

Executive Director

EMPLOYEE CLASSIFICATION:
Administrative and Professional Support

PRIMARY PURPOSE:  The Nutrition Director shall manage the Nutrition Services in a manner consistent with the agency's philosophy, for the purpose of providing well‑balanced meals as well as nutrition education through congregate meal sites and home‑delivered meal programs and nutrition counseling throughout Story County.  He/she shall use expertise to perform duties in the areas of program planning, public relations, personnel and financial management, information gathering and coordination.

ESSENTIAL FUNCTIONS:

1.
Review and maintain contracts with meal service and meal site providers 



annually.


2.
Comply with  and oversee Senior Nutrition Program policies as directed by Aging Resources of Central Iowa, including contract evaluation ,menu planning, nutritional analysis, nutrition education presentations, program documentation,  program service, and staff Serv safe certification. 

3.
Manage all Story County Congregate meal sites and Home-Delivered Meal distribution.

5.
Review and maintain statistical records on a regular basis.


6.
Accurately complete and submit required monthly reports to meet Heartland Senior Services and funders deadlines. 

7.
Review and update nutrition policies and procedures annually.


8. 
Manage Nutrition Program budget.

9.
Participate, with other agency administrative staff, in agency-wide program 

planning and public relations efforts.


10. 
Responsible for supervising nutrition personnel, including selection, hiring, training, scheduling, evaluating, corrective action process and termination of staff.  


11.
Support and manage staff as needed to ensure daily operations effectively meet program goals.  


12. 
Responsible for submitting payroll for nutrition employees on a bimonthly schedule. 


13.    Apply Medical Nutrition Therapy as needed per doctor’s orders and Nutrition Counseling as requested for participants.  


14. 
Oversee all aspects of food ordering, product selection, and cost evaluation to meet menu guidelines. 

15.  Oversee process for food production, delivery, storage, and service of product to comply with Iowa State Department of Inspections and Appeals. 


16.  Responsible for evaluating nutrition program equipment, scheduling care and maintenance and planning replacement equipment as needed.  

17.    Oversee recruitment, training and scheduling of volunteers.  


18.    Represent Heartland Senior Services as assigned by Executive Director, including  public speaking, task force committees, collaboration opportunities with agency partners and programs.      

C.
Other Functions



Keep Heartland Senior Services Board of Directors updated regarding activities in the Nutrition program.

EDUCATION, EXPERIENCE, SKILLS\ABILITIES NECESSARY TO PERFORM ESSENTIAL FUNCTIONS:
Education:  Bachelor's degree in a nutrition‑related field. Registered Dietitian, licensed in the State of Iowa.  

Experience:  At least two years of supervisory experience.   Basic computer, (email, word, excel,)  and spreadsheet knowledge.   

Preferred experience : 1 year food production experience.  Experience with basic computer programs and spreadsheets.  

Other Requirements:  Current Servsafe certification or completion within 3 months of hire date.       

Skills\Abilities: 
· Ability to maintain effective cooperative working relationships with key community members involved in senior interests, including staff team members of Heartland Senior Services and other agencies, volunteers, and interested citizens. 
·  Ability to communicate effectively, in writing and verbally.  Good public speaking and social skills.  
· Ability to initiate, organize and follow through with duties independently.  
· Ability to supervise Nutrition Program staff with level of skill necessary to assure quality services to participants.  
·  Ability to read and interpret statistical and budgetary reports. 
·  Ability to react to new assignments positively and to handle other tasks as they arise.  
· Knowledge of basic office and computer skills. 
· Knowledge of and ability to train staff on kitchen production procedures and kitchen and service equipment. 
· Visual attention to detail, ability to read, write and communicate in English.

· Ability to lift up to 50 pounds on occasion    

WORKING CONDITIONS:  Office environment on a frequent basis; production and service areas on a frequent basis.    The work place may expose the Nutrition Director to temperatures from zero to over 80 degrees on occasion.  
----------------------------------------------------------------------------------------------------------------------

This job description is intended to describe the general nature and level of work performed for this position.  It is not intended to be an exhaustive list of all responsibilities and duties required of a person in this position.  Neither is it to be construed as a long‑term nor contractual commitment and is subject to change at any time.  Heartland Senior Services fully adopts, by policy, fair employment practices and avoids any unfair treatment or discrimination in employment.  Heartland Senior Services fully subscribes to the Americans with Disabilities Act and will comply with its provisions.

