
DEKALB COUNTY REHAB & NURSING CENTER 
JOB DESCRIPTION 

ASSISTANT DIRECTOR OF DIETARY SERVICES 
PRODUCTION TECHNICIAN / LEAD COOK 

 
JOB OBJECTIVES 
 
Assists the director with the management and overall operation of the department.  Supervises production 
and service staff.  Has primary responsibility for the operation of the Department on the evening shift. 
 
JOB STANDARD 
 
1. Ability to be able to read, write, speak and follow oral and written English instructions. 
 
2. Ability to be able to work cooperatively and productively with other employees at all levels, and in all 

departments. 
 
3. Ability to project a positive image of the Nursing Home in dealing with residents, families, coworkers 

and the public. 
 
4. Sanitation License is required. 
 
5. Previous supervisory experience and computer knowledge is preferred.  Training is usually a matter of 

one to two months. 
 
6. Must have on-going inservice education. 
 
7. Must attend and complete orientation class. 
 
8. Must have physical exam and 2 tuberculin skin tests (chest x-ray if positive reactor) within 10 days of 

beginning employment. 
 
9. Must be able to safely perform the essential job functions with or without reasonable accommodation. 
 
10. Ability to establish and maintain effective working relationship with all level of personnel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



JOB RESPONSIBILITIES AND TASKS 
 
1.  Provides quality resident care as specified in policies, procedures and objectives of the department and 
     organization.  
 
2.  Consistently observes and supervises the work performance of food production and service workers for  
     adherence to established standards.  Monitors all employees frequently.  Serves as a resource for  
     questions and problem solving on both shifts 
 
3.  Always instructs and orients new personnel in all aspects of food service and sanitation on the evening  
     shift, following employee in-service education, and orientation checklist. 
 
4.  Maintains or tracks up-to-date records of employee training, orientation, disciplinary actions,  
     attendance, etc. 
 
5.  Organizes daily operational duties; utilizes supportive personnel in a most cost effective manner in  
     view of the overall departmental work flow and budget. 
 
6.  Regularly surveys all departmental procedures for adherence to sanitation and safety standards.   
 
7.  Closely monitors tray passing and meal acceptance in resident dining rooms.  Performs random  
     surveys of resident acceptance of meals. 
 
8.  Supervises meal service on evening shift. 
 
9.  Takes temperature and tastes food before serving.  Makes corrections as necessary, assuring that  
     recipes are followed or that recipes are modified as needed. 
 
10. Assists with inventory control, ordering, charting and care plans. 
 
11. Maintains neat, well groomed appearance, adhering to dress code of department and assures that  
      subordinates also comply. 
 
12. Interviews and hires new staff for evening shift.  
 
13. Evaluates, disciplines and terminates staff as needed. 
 
14. Fills in on evening shift as needed. 
 
15. Performs other duties as required or assigned. 
 
 
 
 
 
 
 
 
 
 
 
 



PHYSICAL/SENSORY/COGNITIVE REQUIREMENTS: 
 
A) Physical 
 

1. Strength: 
Ability to lift, move and turn on a regular basis.  This requires varying degrees of pushing,    
pulling, lifting and turning to move equipment.   

 
2. Manual Dexterity: 

a. Must be able to continuously perform simple manipulative tasks.  Occasionally perform 
difficult manipulative tasks.   

b. Must be able to use dish machine, blenders, coffee urn, toaster, microwave, knives, serving 
utensils, oven, stove, copy machine, fax machine, telephone, computer, printer, paper etc.   

c. Must be able to walk and stand constantly throughout the day. 
d. Must be able to reach above, at and below shoulder level. 

 
3. Coordination: 

Requires fine motor coordination to complete specialized tasks as described above (#2).   
Requires good hand - eye coordination, steadiness and the ability to move about in tight 
spaces, between objects and furniture.  (Done continuously). 

 
 

4. Mobility 
Must be able to continuously stand and walk, frequently squat, kneel, twist, sit, stand and 
remain in uncomfortable positions for prolonged periods of time. 

 
5. Speech 

Must be able to continuously articulate clearly and precisely. 
 

6. Emotional Stability 
Must be able to continuously deal effectively with stress created by multiple tasks, noises, 
interruptions, and work cooperatively as part of the health care team while maintaining a 
pleasant demeanor. 

 
B) Sensory: 
 

1. Vision – Ability to focus and read required information.  (Done continuously). 
 

2.   Hearing 
a. Must be able to hear continuously, hear normal sounds and voice patterns with some 

background noise.  Must be able to receive verbal instructions and converse with residents, 
co-workers, families and visitors.  Must respond to audible emergency signals, alarms, 
call-light indicators and be able to answer and use the phone.  (Done continuously). 

b. Must be able to distinguish sounds.  Must be able to hear and understand voice pages.  
Must be able to hear telephone conversation.  Must be able to differentiate alarms.  (Done 
frequently). 

 
3.   Smell 

Must be able to detect the odor of smoke, spoiled food, gas, etc.  (Done frequently). 
 
 
 



C) Cognitive 
 

1. Concentration 
Ability to concentrate on moderate details with frequent interruptions.  (Done 
continuously). 

 
2. Attention Span 

Stay with planned programs and assignments for 40-90 minutes.  (Done continuously). 
 

3. Conceptualization 
Must be able to understand and relate specific ideas and concepts.  (Done continuously). 

 
4. Memory 

Must be able to remember multiple tasks over an eight (8) hour period. 
 
WORK SETTING/ENVIRONMENT 
 
1.  Work is performed indoors primarily in a kitchen environment.  The nursing home is well lighted and  
     clean with some exposure to dust.  Heat and air conditioning are controlled by the buildings central  
     system. 
 
2.  There is frequent exposure to residents and their families 
 
3.  Constant exposure to water, steam, computer monitor, video display terminal. 
SUPERVISION (given and received) 
 
Given:  All food production and food service workers 
Received: Direct supervision from Dietary Director 
 
EMPLOYEE RESPONSIBILITIES IN EMERGENCY 

Must have thorough knowledge of all emergency and disaster procedures of facility.  Directs 
subordinates to respond to emergency situations involving the safety of residents, employees, visitors, 
and facility.  This includes the ability to assist with evacuation. 
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