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NUTRITION SERVICES COORDINATOR

DISTINGUISHING FEATURES OF THE CLASS:  

The work involves responsibility for planning, directing and supervising all activities related to a nutrition program for older persons which involves the delivery of nutritious and palatable meals and supportive services.  The work also involves assuring satisfactory performance of volunteers and assuring that food services meet health and sanitary regulations.  The work is performed under the direct supervision of the Deputy Director of the Office for the Aging and the general supervision of the Director of the Office for Aging.  Immediate supervision is exercised over the work of the Cook-Manager, Assistant Cook, and Meal Deliverers.  Does related work as required.

TYPICAL WORK ACTIVITIES:
Manages the day-to-day operation and carries out the administrative functions of the nutrition services component of the Office for the Aging;

Consults with Dietician to discuss special nutritional needs of new clients;

Confers with the Director of the Office for the Aging in determination of project sites, participants and in the actual establishment of the nutrition program;

Oversees the receiving and accounting of monetary donations;

Establishes criteria for site operation and assists site directors in meeting these criteria;

Performs intake information on clients and maintains nutrition related portion of client records in electronic data collection system;

Meets with local service providers to discuss available services for the older persons of the county;

Oversees maintenance on equipment and facilities used in the nutrition programs including appliances;

Confers with other clinicians to discuss new nutrition program clients and their needs;

Attends workshops, meetings, conferences and training sessions concerning nutritional services for the elderly;

Aids in public relations and educational efforts including news releases;

Prepares a variety of records and reports related to the work.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Thorough knowledge of quantity food preparation and service techniques, particularly as they relate to food service for elderly persons;

Thorough knowledge of eating habits, nutritional needs and culinary interests of elderly people;

Working knowledge of community agencies, facilities and services that may be utilized to assist the elderly;

Working knowledge of public relations techniques;

Ability to manage an organization or organizational component including developing purposes and objectives, setting frames of reference, budgeting, personnel development and ensuring proper external relationships;

Ability to plan and supervise the work of others;

Ability to prepare and maintain complex records and reports;

Ability to express oneself clearly and concisely, both orally and in writing;

Ability to establish and maintain cooperative and empathetic relations with clients and others;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

A. Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree in nutrition or a closely related field and one year of experience in a nutrition program or institutional food program; or

B. Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree in nutrition or a closely related field and three years of experience in a nutrition program or institutional food program; or

C. Graduation from high school or possession of a high school equivalency diploma and five years of experience in a nutrition program or institutional food program; or

D. An equivalent combination of training and experience as defined by the limits of A, B, or C above.
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