DUTY STATEMENT

CALIFORNIA DEPARTMENT OF VETERANS AFFAIRS

	PART A



	Position No:  578-114-2146-002
	Date:  

	Class: Dietetics Director
	Name: 

	Under the general direction of the Staff Services Manager II Assistant Administrator, the Dietetics Director is responsible for the day to day operation of the Food and Nutrition Services Department.  

	Percentage of time performing duties:
	
ESSENTIAL FUNCTIONS



	40%
30%

       15%
10%


	Plan, direct, organize, and coordinate all food and nutrition services and medical nutrition therapy activities.  Direct the preparation and service of food together with the enforcement of pertinent instruction regarding proper utilization of food, conservation of food, and control of waste.  Plan cycle menus, review menu patterns, and evaluate acceptance by residents. Develop, maintain, review, and revise policies and procedures that meet regulatory requirements regarding food and nutrition services, production, sanitation, security, and safety. Prepare quarterly food estimates and meet deadlines set by the Supply and Purchasing Office and the Office of Procurement. Plan delivery schedules for food; order emergency food requirements.  Review equipment needs and prepare equipment requests through the Veterans Home Equipment Committee. Evaluate vendor performance and coordinate with Quality Control and the Office of Procurement.  Prepare budget requests.  Review food cost accounting to ensure economical expenditures and proper controls.  Maintain and analyze food cost control records to determine improved methods for purchasing and utilizing food, supplies, and equipment. Evaluate new products; spot check receiving station; and review supply inventories. 
Act as subject matter expert in the Fi$Cal program for the Food Services Department.  Using Fi$Cal, incumbent is responsible for preparing solicitations, processing purchase requisitions, preparing receiving records for payment, and providing monthly reports to management.   
Direct, assign responsibilities, coordinate assignments, assist and coordinate activities of the Food Managers and Registered Dietitians. Provide for supervisory coverage in the absence of subordinate supervisory staff.  Supervise, prepare and review performance standards, probationary reports, annual performance appraisals, conduct progressive discipline, and document incidents, for Office Technician, Food Managers and Registered Dietitians. Support the command structure for Food Managers and Registered Dieticians in identifying and implementing corrective action to maintain employee performance standards and Department expectation. Coordinate recruitment, selection interviews, and hiring of Department staff with Food Managers, Registered Dietitians, and Human Resources. 
Provide training to Dietetic/Nutritional Counseling staff. Recommend approval for out-service training according to funds available. Conduct regular all staff meetings with supervisors and rank-and-file to communicate expectations, policies, changes, and safety concerns. Conduct management sanitation rounds; coordinate findings with Food and Nutrition Services staff and other pertinent departments for plan of action.  

Develop and attain Food and Nutrition Department goals in accordance with the overall Veterans Home Management Objectives.  Consult with the Assistant Administrator and Program Services on matters relating to food service projects; advise of any potential problems involving service and personnel. Consult with the Skilled Nursing Facility (SNF) Administrator on matters relating to food service projects and medical nutrition therapy (MNT) issues for licensed care residents. Prepare Quality Assurance monitors; evaluate and take actions to solve problems.  Keep records of various reports such as: monthly food ration, food cost reports, record of meals prepared, record of meals served, special feeding requests, sanitation and safety check lists, work orders, clinic visits, status reports on occupational injury or illness, food purchases, equipment and menus. Meet with other department managers to coordinate information on problems which require combined effort for solution. Attend in-service and out-service trainings. Serve on committees. Comply with all applicable local, state and federal regulations.  Responsible for ensuring compliance with all applicable local, State, and federal regulatory requirements and implementation of Hazard Analysis and Critical Control Point (HACCP) principles in meal service.


	NON-ESSENTIAL FUNCTIONS



	5%
	Other related duties as assigned. 

	OTHER



	Must maintain regular and acceptable attendance at such level as is determined at the Department’s sole discretion. Must be regularly available and willing to work the hours the Department determines are necessary or desirable to meet its business needs.  




	Position No:  578-114-2146-002
	Date:  

	Class:  Dietetics Director
	Name:  

	PART B - PHYSICAL AND MENTAL REQUIREMENTS 
OF ESSENTIAL FUNCTIONS

	Activity
	Not

Required
	Less than 25%
	25% to 49%
	50% to 74%
	75% or More

	VISION:  View computer screen; prepare various forms, memos, reports, letters, and proofread documents.
	
	
	
	
	X

	HEARING:  Answer telephone; communicate with Administration, department managers, department staff, and residents; provide verbal information.
	
	
	
	
	X

	SPEAKING:  Communicate with staff, residents and the public in person and via telephone; interact in meetings.
	
	
	
	
	X

	WALKING:  Within the home to the various units.
	
	
	X
	
	

	SITTING:  Work station, meetings and training.
	
	
	
	X
	

	STANDING:  Copy documents; perform inspections.
	
	
	X
	
	

	BALANCING:  
	
	X
	
	
	

	CONCENTRATING:  Review documentation for accuracy; complete forms; research laws, rules and processes; perform assessments.
	
	
	
	
	X

	COMPREHENSION:  Understand employee needs as it relates to Human Resources; laws, rules, regulations, policies and procedures; content of meetings, trainings and work discussions, resident needs.
	
	
	
	
	X

	WORKING INDEPENDENTLY:  Must be able to apply laws, rules and processes with minimal guidance.
	
	
	
	
	X

	LIFTING UP TO 10 LBS:  
	
	
	
	X
	

	LIFTING 10-25 LBS:
	
	
	X
	
	

	LIFTING 25-50 LBS: 
	
	X
	
	
	

	FINGERING:  Push telephone buttons, calculator keys, and computer keyboard.  
	
	
	
	X
	

	REACHING:  Answer telephone; use a mouse; retrieve documents from printer.
	
	
	
	X
	

	CARRYING Transport documents, mail.
	
	X
	
	
	

	CLIMBING:  
	
	X
	
	
	

	BENDING AT WAIST:  Use copier; access low file drawers; perform inspections; charting.  
	
	
	X
	
	

	KNEELING:  Perform inspections; charting.
	
	
	X
	
	

	PUSHING OR PULLING:  Open and close file drawers.
	
	X
	
	
	

	HANDLING:  Sort paperwork; distribute mail.  
	
	
	
	
	X

	DRIVING:  Special events.
	
	X
	
	
	

	OPERATING EQUIPMENT:  Computer, telephone, copier, printer, fax machine, kitchen equipment.
	
	
	
	
	X

	WORKING INDOORS:  Enclosed office environment.
	
	
	
	
	X

	WORKING OUTDOORS:  Special events.
	
	X
	
	
	

	WORKING IN CONFINED SPACE:  File, supply, storage rooms, etc.
	
	X
	
	
	


I have read and understand the duties listed on this Duty Statement and I can perform these duties with or without reasonable accommodation.  (If reasonable accommodation may be necessary, discuss any concerns with the Equal Employment Opportunity Office.)

Employee signature__________________________________________________ Date _____________

Supervisor signature _________________________________________________ Date _____________
Human Resources signature   __________________________________________ Date _____________
