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Food Services Supervisor 
 
 
DESCRIPTION OF  WORK:
 Work in this class involves supervisory or specialized work in directing food service activities in 
an institutional kitchen of a State facility, including colleges, hospitals, correctional facilities, etc.   
Employees supervise the ordering, preparing, portioning, and serving of food and/or are responsible for 
housekeeping activities for an entire dining hall service area.  Employees may supervise Food Production 
Technicians in preparing meats, vegetables, salads and desserts.  Supervision may also include students, 
patients and/or inmates in serving food and cleaning of kitchen and dining areas.  Employees receive menus 
and direct the food preparation and cooking activities to meet the menu requirements, in accordance with 
therapeutic and mechanically modified diets.  Employees are responsible for sufficient inventory of food 
and supplies and the sanitation standards throughout the kitchen.   
 

Employees receive assignments in the form of prescribed menus prepared by a registered dietitian, 
but they are expected to utilize acquired skills in determining the quantities of food to be ordered and 
prepared with day-to-day supervision.  Work also involves the training of Food Production staff, including 
inmates, patients or students.  Work is reviewed by a Food Production Manager or other professional 
dietary staff to ensure adherence to established sanitation standards.  Employees in this class may perform 
all phases of food service operations to include procurement and storage, menu planning, food preparation 
and service, housekeeping and record keeping in a small facility. 
 

Positions in this class may also plan, coordinate, and oversee the physical arrangements, serving 
requirements, and execution of various events.  Employees assist in planning dining for a variety of events 
with varying needs and time constraints.  Employees orchestrate events that may include hiring and training 
staff, coordinating menus, room arrangement/design, and decorations and settings.  Employees also review 
events with food production personnel to include how food should be presented and special requirements 
for decorations and equipment.  Exact requirements regarding amounts and times must be detailed to 
ensure the services will operate smoothly and efficiently.  Employees ensure quality services during the 
event and are authorized to make changes on the spot to accomplish customer satisfaction.  Incumbent of 
these positions check dining room function sheets for correct billing and process tip reports. 
 
EXAMPLES OF COMPETENCIES (Knowledge, Skills, Abilities, and Behaviors) or Description of 
tasks that show an application of the competencies. 
 
 
CONTRIBUTING:     

- Knowledge--Technical:  N/A 
 
- Customer Service:  Listens and responds to 

customer needs promptly and respectfully. 
 
- Planning and Organizing Work:  Assigns 

and monitors daily work, giving instructions to 
employees 

 
- Managing Work & Performance:  Explains 

and applies work rules, standards and 
guidelines. 

 

 
- Budgeting:  N/A. 
 
- Training:  Models work/job duties for 

employees 
 
- Managing Work Processes:  Monitors work 

of staff, closely and ongoing, to assess and 
problem-solve. 
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JOURNEY    

- Knowledge--Technical:  Prepares several 
menu items simultaneously, including both hot 
and cold items.  Follows specific instructions 
related to preparing foods for regular or 
modified diets/menus.  Ensures adequate 
kitchen and food supplies and equipment 
repair.  Prepares, seasons, cooks and bakes the 
full range of foods which meet the standards of 
taste, temperature, appearance, texture and diet 
requirements.  Uses food handling, storage and 
rotation techniques to avoid cross 
contamination and recognizes critical control 
points.  Inspects work products and assists in 
food service and kitchen cleanup procedures. 

 
- Customer Service:  Recognizes potential 

problems in service, and addresses and 
resolves promptly and respectfully. 

 

- Planning & Organizing Work:  Assesses the 
needs of the unit and recommends minor 
changes in procedures, workflow and 
manpower assignments.  Plans daily or weekly 
work to meet established objectives. 

 
- Budgeting:  N/A. 
 
- Training:  Ensures on-the-job training. 
 
- Managing Work Processes:  Reviews work 

of staff upon completion to assess and problem 
solve. 

 
- Managing Work & Performance:  Ensures 

adherence to work standards and total quality 
standards.  Recommends minor changes to 
work standards 

 

 
 
ADVANCED

- Knowledge--Technical:  Assigns, monitors, 
trains and/or evaluates daily tasks of kitchen 
staff.  Prepares and modifies menus and 
recipes according to volume and dietary needs, 
or special requirements.  Researches recipes 
and prepares complex foods and yeast pastries. 

 
- Customer Service:  Anticipates customer 

needs, and addresses and resolves promptly 
and respectfully.  Represents the work area 
when needed to customers on matters of 
concern. 

 
- Planning & Organizing Work:  Arranges 

and assigns work.  Plans work operations; 
establishes priorities, and sets deadlines over a 
short-range period, within established goals 
and objectives. 

 
- Budgeting:  Operates within assigned budget.  

Recommends needed expenditures. 
 
  

- Training:  Develops training programs.  
Determines training needs and provides 
training to employees.  Ensures employees 
have tools and knowledge to comply with 
standards. 

 
- Managing Work Processes:  Reviews 

accomplishments to ensure program mission 
and goals are being met.  Makes final review 
for the most difficult, controversial or sensitive 
work in order to assess and problem solve. 

 
- Managing Work & Performance:  Provides 

management support to ensure adherence to 
work rules, standards and guidelines.  
Implements minor adjustments or changes to 
work rules, standards and guidelines. 

 
 

 
 
 
MINIMUM TRAINING AND EXPERIENCE:  Graduation from High School or possession of a GED, 
and one year of experience in food preparation or service activities in a commercial kitchen; or an 
equivalent combination of training and experience.  Experience in the field of work related to the position’s 
role may be substituted on a year-for-year basis. 
 

 - 2 - 



  NC 16789 
  OSP 4/05 

Degrees must be received from appropriately accredited institutions. 
 
 
[NECESSARY SPECIAL QUALIFICATION:  When assigned to a Correctional facility, must be eligible 
for certification by the North Carolina Criminal Justice Training and Standards Council. 
 
Special Note:  This is a generalized representation of positions in this class and is not intended to reflect 
essential functions per ADA.  Examples of competencies are typical of the majority of positions, but not be 
applicable to all positions. 
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