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CHEF MANAGER  

JOB DESCRIPTION 
 

Department:  Chef Manager 

Supervisor:  Director of Finance & Operations 

Status:  Full-time 

 

This position is responsible for managing the daily operations of the UA Café, which serves the 

Lower, Middle, and Upper Schools to ensure culinary excellence in the preparation and execution 

of all food products. This includes menu planning, ordering, production processes, oversight of 

the UA Café staff, proper sanitation practices, and kitchen safety. 
 

SPECIFIC DUTIES:  

Food Services 
 Prepares/oversees the preparation of nutritious, high-quality breakfast, lunch, and snack 

items 
 Serves/oversees the serving of food items to students and staff 
 Creates a fun and exciting UA Café environment for all students and staff, including 

attractive displays of food items, themed meals, etc.  
 Designs menus keeping in mind composition of the student body and student nutritional 

needs 
 Estimates food preparation amounts to meet meal requirements and minimize waste of 

food items 
 Monitors equipment, storage, food preparation, and serving areas to comply with current 

health and safety standards and ensure sanitary conditions 
 Performs functions of other UA Café workers as needed to ensure adequate staff 

coverage daily 
 Inventories and orders food, supplies, and equipment as necessary to maintain an 

adequate inventory for efficient operations 
 Inspects food and supply deliveries to verify quality, quantity, and specifications of orders 
 Oversees catering for school events as needed 
 Manages coffee service for faculty and staff 

 
Administrative 

 Supervises UA Café employees; schedules work assignments to ensure adequate coverage 
on a daily basis 

 Provides training to new UA Café employees 
 Monitors expenditures and tracks UA Café budget 



 

 Processes receipts for the purpose of documenting transactions and/or preparing bank 
deposits 

 Oversees the use of point of sale system used for UA Café purchases 
 Attends meetings as needed 
 Other duties as assigned  

 
 

WORK ETHIC:  

 Maintain confidentiality at all times regarding the Ursuline community 
 Contribute by personal example to an atmosphere of faith commitment in a manner 

consistent with Catholic values and Ursuline’s founder, St. Angela Merici 
 Promptly attend all meetings and in-service and actively participate as required 
 Must be highly dependable and have a willingness to perform all other duties as assigned 
 Respect, cooperate, and maintain a positive attitude with colleagues (faculty and staff), 

students, parents, and alumnae and exemplifies the core values 
 

REQUIREMENTS: 

 High School diploma or equivalent 
 Minimum of three years of experience in large-scale cooking and serving environment in 

the food service industry 
 Experience with menu development 

 Experience with food purchasing and budgeting 

 

PREFERRED: 

 Culinary education  
 School experience 

 

COMPETENCIES NEEDED: 

 Ability to work under limited supervision and multitask in a fast-paced environment 
 Ability to direct UA Café staff members within a small work unit 
 Knowledge of kitchen operations and production 
 Understanding of child nutrition needs 
 Knowledge of school food service sanitation and safety standards  
 Excellent customer service and professional demeanor 
 Innovation and a focus on continuous improvement 
 Computer skills 

 

 

PHYSICAL DEMANDS: 

The position requires frequent walking, standing, bending, talking, and lifting up to 25 pounds as 
a regular part of the job. Specific vision ability required, including close, distance, peripheral 
vision, and ability to adjust focus. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 



 

 

WORK ENVIRONMENT: 

The noise level in the work environment is moderate. The employee may be exposed to possible 

extreme weather conditions and infectious diseases. While performing the duties of this job, the 

employee will occasionally be exposed to weather conditions of extreme cold and or extreme 

heat. 

 
TO APPLY: 

If interested, email a cover letter, resume, and references to: uaemployment@ursuline.org. Please 
include “Chef Manager” in the subject line of email. 
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