
Serving Older Adults of Southeast Wisconsin
Position Description

REPORTS TO: Center Manager

POSITION: Dining Site Coordinator 

DEPARTMENT: Programs

FLSA: Non-Exempt

Part-Time Hourly: $12.25/hr
ORIGINATION DATE: 4/5/2021

POSITION SUMMARY

Under general supervision of the Center Manager, this position will be responsible for the overall

daily operations of a SOA Center Dining Program with the primary concerns of the full execution of

daily meals, ensuring all safe food practices are followed and providing a warm and welcoming

atmosphere to diners.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position.  These are not to be construed as all-inclusive.  Other
duties may be required and assigned.

● Provide a warm and welcoming atmosphere at the Senior Dining Site.
● Maintain a clean, organized, and safe kitchen and dining site at all times.
● Ensure that safe food practices are followed at all times.
● Incorporate Title V Senior Interns in the support meal service.
● Recruit, train, and supervise volunteers.
● Maintain inventory of dining supplies.
● Serve meals daily to senior diners.
● Promote a festive atmosphere for special occasions by decorating the dining room, etc.
● On a timely basis, place meal orders daily and ensure accuracy of meal count.
● Report all food problems and issues to the Director of Senior Centers.
● Take the weekly receipts to the bank.
● Attend trainings and in-services as required.
● Coordinate, direct, train and supervise daily operations within the meal program including staffing,

volunteers, scheduling, and assembly workflow.
● Maintain accurate documentation of senior center meal service and prepare timely reports.
● Provide day to day oversight of Center Gift Shop.
● Provide opportunities to engage and support participants by building reciprocal relationships with

communities, volunteers, and organizations to support program goals.
● Ensure program safety for staff, volunteers, visitors and participants.
● Communicate emergency procedures to all using facility.
● Communicate critical information associated with program implementation.
● Responsible for the collection of and reporting of money and credit card use for meal program.
● Ensure proper documentation of issues and incidents related to program.
● Participate in required trainings by the SOA, County, State and/or funder.
● Perform other related duties as assigned.



REQUIRED MINIMUM QUALIFICATIONS

Education Requirements:
● High School Diploma

Experience Requirements:

● Minimum of two years of food service experience.
● Proficient in Microsoft Office and social media applications.
● Ability to work well with people of all cultures and backgrounds.
● Ability to problem-solve technology challenges and questions.
● Ability to exercise patience.
● Ability to create a socially inviting atmosphere for older adults.
● Above average knowledge about social media, popular software, and applications.
● Skill in maintaining accurate records.
● Ability to perform duties accurately and in a timely manner.
● Ability to provide superior customer service.
● Ability to communicate effectively both verbally and in writing.
● Ability to work in a team environment.
● Well-developed organization skills with attention to detail.
● Ability to maintain regular, punctual attendance.

In evaluating candidates for this position, SOA may consider a combination of education, training and
experience which provides the necessary knowledge, skills and abilities to perform the essential duties of
the position.

Must be able to become CPR certified, AED certified, Blood-Borne Pathogens certified, any other
necessary certifications, within 180 days of hire date.

Must have a valid driver’s license, access to a vehicle, and adequate vehicle insurance.

PHYSICAL DEMANDS

The physical demands described in this position description are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the essential functions of this job, the employee is frequently required to sit, talk or hear.
The employee is occasionally required to walk, use hands and fingers to handle objects or operate tools or
controls, and reach with hands or arms.  The employee must occasionally lift and/or move up to 20 pounds.

Specific vision abilities required of this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described in this position description are representative of those an
employee encounters while performing the essential functions of this job. The noise level in the work
environment is moderately quiet.


