
Secretary, Child Nutrition Program 

 

QUALIFICATIONS: 

 

1. High school diploma or GED equivalent. 

2. Minimum of two (2) years experience as a bookkeeper and/or secretary. 

 

REPORTS TO: 

 

Child Nutrition Program Coordinator 

 

SUPERVISES: 

 

 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 

1. Ability to use WordPerfect or other word processing programs. 

2. Ability to use commodity allocation program to distribute commodities to individual schools as 

 required by federal regulations. 

3. Ability to use standardized scales to approve free and reduced meal applications. 

4. Ability to communicate and coordinate with distributors, suppliers, maintenance personnel and 

 other vendors for deliveries, repairs, and installations. 

5. Ability to produce accurate reports. 

6. Ability to establish and maintaining a filing system. 

7. Ability to work with individual school personnel at the school site to assist with training, 

 evaluations, and assisting with special opportunities. 

8. Physical and emotional ability and dexterity to perform required work and move about as needed 

 in a fast paced, high intensive work environment. 

 

JOB GOAL: 

   

To assist in the administration of the Child Nutrition Program business affairs. 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Provides routine coordination of the CNP office. 

 

2. Provides secretarial services which include typing correspondence, answering the telephone, 

 receiving and distributing mail, reproducing letters, reports and other communications. 

 

3. Reproduces and distributes necessary forms for record keeping.  Types monthly menus for 

 schools and distributes them. 

 

4. Prepares reports for the State Department of Education. 



5. Checks commodity inventories and maintains records of commodities used. 

 

6. Enters commodity allocations in computer, runs allocation sheets, and delivers schedules. 

 

7. Checks delivery schedules, enters delivery dates in computer and checks commodity balances 

 after deliveries. 

 

8. Prepares FDP 13, notifying storage company of commodity delivery. 

 

9. Maintains and issues purchase order numbers. 

 

10. Establishes and maintains filing system to meet local, state, and federal requirements. 

 

11. Maintains good relations with members of the public who call or visit the office. 

 

13. Assists with free and reduced meal processing. 

 

14. Completes district verification requirements. 

 

15. Calculates entitlements for Section 4 donated foods by schools twice a year. 

 

16. Consolidates entitlement requests from individual schools. 

 

17. Distributes forms and paper work to schools. 

 

18. Assists managers with reports and/or tasks that are not routine. 

 

19. Maintains and updates Child Nutrition Program personnel board. 

 

20. Assumes other reasonable and equitable job-related duties assigned by the immediate supervisor. 

 

TERMS OF EMPLOYMENT: 

 

Salary and length of contract to be determined by the Board. 

 

EVALUATION: 

 

Performance of this job will be evaluated annually in accordance with provisions of the Board’s policy 

on Evaluation of Support Personnel. 
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DATE:  2/15/83 
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