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JOB DESCRIPTION

TITLE ORDERING AND INVENTORY SPECIALIST
DEPARTMENT OF NUTRITION SERVICES

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ Associate’s degree in business, accounting, computer science or

Experience mathematics; or two years related experience; or equivalent combination
of education and experience which provides the required knowledge,
skills and abilities for this position. Computer skills required to include
Word and Excel (e.g. ability to use email).

Language Skills Ability to read and comprehend simple instructions, short
correspondence and memos. Ability to write simple correspondence.
Ability to effectively present information in one-on-one and small group
situations to customers, clients, and other employees of the organization.

Mathematical Skills  Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions, percentages, and volume. Ability to apply
concepts of algebra.

Certificate/License N/A

Reasoning Ability Ability to solve practical problems and deal with a variety of concrete
variables in situations where only limited standardizations exist. Ability
to interpret a variety of instructions furnished in written, oral, diagram or
schedule form.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is required to sit,
talk and hear; stand and walk; use hands to finger, handle, or feel; reach
with hands and arms. The employee occasionally lifts and/or moves up to
25 pounds. Specific vision ability required by this job includes close
vision, distance vision, and the ability to adjust focus. The employee
shall remain free of any alcohol or non-prescribed controlled substance
while on duty. In addition, the employee shall be free of any substance,



prescribed or otherwise, that impairs the employee’s work performance
or the safety of others while on duty.

Work Environment ~ The work environment characteristics described here are representative

of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. The noise
level in the work environment is usually moderate.

REPORTS TO Supervisor of Nutrition, Menu Planning, Procurement & Warehousing

GENERAL RESPONSIBILITIES

1.

Monitors the inventory levels of purchased food, commodities and supplies at each
school cafeteria and contracted warehouse.

Monitors the ordering of food and supplies to assure compliance with county-wide
menus and for cost containment.

Assists with the maintenance of the computerized program for food ordering and
inventory. Performs system updates and enters product data when new items are
purchased.

SPECIFIC RESPONSIBILITES

1.

Monitors the purchasing system for food and supplies and processes adjustments to
orders as needed.

Maintains weekly downloads from USDA website of commodity Notification of
Allocations and Arrivals. Allocates commodities as they are delivered to contracted
warehouse.

Monitors inventory levels of purchased food, supplies and commodities in school
cafeterias, warehouse and contracted warehouse. Provides information to Department of
Nutrition Services Supervisors to assure rapid inventory turnover for cost efficiency.

Reconciles commaodity inventory in the contracted warehouse monthly. Checks
inventory levels at contracted warehouse by randomly selecting items for reconciliation.

Coordinates the deliveries to the school cafeterias and warehouse. Acts as liaison
between School Nutrition Services Managers and vendors to resolve delivery problems.

Prepares journal entries to account for commodity expenses to the school cafeterias.

Assists with ordering for administration cafeteria, special or promotional items and for
the summer program.

Updates and maintains all forms used in ordering purchased, non-food and commodity
items.



9. Updates the computer files for managers to include the nutritional information for
purchased and commodity items.

10. Assists the Purchasing Specialist with tracking commaodity rebates.

11. Performs other duties as assigned.



