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Lunch/Milk Specialist


Job Description


Overview of Position:  The Lunch/Milk Specialist is assigned to work under the direction of the school secretaries at American Prep.  It is the Lunch/Milk Specialist’s job to order the milk, sort the milk by class, deliver the milk to each class each day, complete the paperwork for the milk program and coordinate any lunch programs implemented at the Draper campus (pizza lunches, etc.)  After one year of service as the Lunch/Milk Specialist, this employee will join the DIBELS Assessment Team and remain on the team for each year they have a student attending an American Prep school. 

Skills Required: 

· Organization – This employee will be running the milk program as well as any lunch days.  Good organization skills are required for this position.

· Work Ethic – This employee must be willing to work all throughout the school year. Some tasks will require more hours than others and this employee must be a self starter and finisher.  An excellent work ethic is vital to getting everything completed within the timelines set by the school.

· Initiative – This employee must be willing to ask questions, do what is asked and also what may not be asked but still needs to be done.  This person will take the initiative to step up and ask the secretaries about what is needed to complete the job successfully – even if the secretaries are diverted to another important task.  This person will do everything within their power to do their job completely so it doesn’t fall to another staff member to complete. 

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  Secretaries and other staff members may be feeling stressed and/or overwhelmed and a cheerful can-do attitude is essential for success in this position.

· Flexibility and Willingness –Willingness to put as much time and effort in as needed is fundamental to success in this position.

· Desire to Clear the Way –A desire and willingness to lighten the load and clear the way for the secretaries by doing your job completely and thoroughly throughout the school year is required.

· Teachable – This employee must be willing to ask questions if they are not sure of what is expected of them.  They should also be willing to listen to input from the staff as to the best ways to complete the job. 

Duties: 

The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list.:

Milk Coordinator

· Make sure milk order is completed each week

· Daily sort milk into crates for each classroom

· Deliver milk to classrooms at appropriate times

· Count unused milk and return to cooler in a timely manner

· Record numbers and complete all milk program paperwork and submit it to the school secretary

   Lunch Coordinator

· Work with tech team to ensure correct information is on the website (ordering information)

· Work with FSO to ensure there are parent volunteers to distribute pizza each Thursday (this includes Back-To-School Night information and sign-ups)

· Work with pizza vendor to ensure order is ready and delivered to the school on time

· Create check lists from website for pizza distribution

· Oversee distribution

· Ensure lunch on pizza day runs smoothly

DIBELS Benchmark Assessment Proctor

· Attend the DIBELS assessment overview and training 

· Proctor and score the DIBELS benchmark assessments for all K-6 students in the school for each assessment session (September, January, and May) 

· Proctoring/scoring duties will continue every year that the Specialist has students attending an APS school (as a parent volunteer, not as an employee)

· DIBELS benchmark proctoring is in addition to your other duties as a Uniform/Registration Specialist so your hours will increase during the benchmark assessment sessions.

Time Commitment:  

1.  Lunch/Milk Specialist hours will be daily from 10:30-12:30 pm.  These hours may be revised once the lunch schedules have been established by the teachers.   

2.  Pizza Days (Thursdays) may be different hours.  Hours will be determined after the program has been set up and has been tested.  This will also depend on how many people sign up at Back-To-School Night to help.

3.  During the DIBELS benchmark assessment time periods (two weeks in September, January, and May) you will work 2 hours per day giving the DIBELS benchmark assessments to K-6 students (8:30 am – 10:30 am daily).  The DIBELS Test Proctor commitment will continue for every year you have students attending an American Prep school.  
Compensation:  Minimum wage rates up to a maximum of $500.  All hours worked after the maximum ($500) will be recorded as volunteer hours and will not be compensated monetarily.  The employee is responsible for tracking and submitting hours on a time card (up to the maximum of $500) and then tracking hours worked on the family communication envelope for the remaining volunteer hours.  Hours worked after the first year of employment (as DIBELS Test Proctor) will be tracked as volunteer hours.  

Clarifications:

Children of the Lunch/Milk Specialist will be enrolled in American Preparatory Academy under the Staff Priority Enrollment designation.  If there are not places available for all children in the family, siblings will be placed on the grade level waiting list and will be placed into a class as soon as there is an opening.

An evaluation of performance will be conducted in January and May of each school year (or on an “as needed” basis).  Hours will be submitted at that time by the employee to the Specialist’s supervisor (this includes paid hours and volunteer hours).  If performance is satisfactory for the duration of this agreement, employment will continue and students will remain enrolled under the Staff Priority designation.  If performance is not satisfactory for the duration of this agreement, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 
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