
 
POSITION DESCRIPTION 

 
TITLE:  Executive Chef      FLSA: Exempt 
 
GENERAL SUMMARY: 
The Chef is responsible for the day to day operations of the kitchen and dining areas at St. 
Joseph Heights.  They develop weekly menus to meet the nutritional needs of the Sisters, 
oversee and participate in the preparation of meals, purchase food and related supplies, 
control inventory and use of donated food, monitor the dietary budget and ensure food safety 
standards are met.  They supervise the dietary staff including scheduling, direction and 
guidance, performance reviews, hiring and corrective action consistent with SND policy.   
 
PRINCIPAL DUTIES AND RESPONSIBILITIES 
1. Responsible for managing all food service operations including food preparation, storage, 

cleanliness, staffing and purchasing for the kitchens and dining areas (Main Kitchen, Lourdes 
Hall, JLC and other areas as needed).  

2. Oversees the operations of the kitchen ensuring that food is prepared safely, efficiently, in 
proper quantities (utilizing leftovers as needed), according to specifications and requests 
from the Local Coordinator. 

3. Ensures the dietary department runs in accordance with all applicable health, safety, and 
hygiene codes and standards. 

4. Creates and modifies the menu based on food trends, food costs, requests, holidays and 
seasonal availability. 

5. Oversees stocking, ordering, and purchasing of ingredients, ensuring that necessary 
ingredients are available and as fresh as possible while also minimizing spoilage and waste. 

6. Establishes and maintains high quality standards for food preparation and storage. 
7. Participates in preparation of meals, performing duties as a cook/chef.  
8. Plans, supervises and/or coordinates special events such as banquets, jubilee receptions, 

retreats, province gatherings, feast days, holidays, etc. 
9. Monitors inventories and orders supplies ensuring all needed supplies are available and 

stored properly and efficiently.  
10. Monitors food service equipment, appliances and works with maintenance to ensure 

safe/proper working order. 
 
Ensures the dietary needs of the Sisters are met. 
1. Promotes health of the Sisters by providing healthy/balanced nutritional meals for an aging 

population. 
2. Works with the Director of Healthcare and Local Coordinator to develop menus to meet 

special dietary needs. 
 

Manages Human Resources of the department to support the goals of the organization 
1. Provides supervision and support to staff. 
2. Conducts annual performance appraisals and timely feedback and coaching for staff. 



 
3. Develops staff through orientation and ongoing training. 
4. Develops department working schedules and makes recommendation on staffing levels.  
5. Participates in interviews and selection of new staff. 
6. Counsels and disciplines staff in conjunction with the Local Coordinator/HR Manager. 
 
General 
1. Works collaboratively with all other departments. 
2. Performs other related functions as needed. 
 
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED 
1. Associates Degree in food service management or related field.  An additional two years 

experience may be used in lieu of the degree. 
2. Five to seven years of previous food service and management experience. 
3. Ability to manage Dietary Department.  
4. Ability to supervise, evaluate and show good judgment when dealing with staff and peers. 
5. Ability to stand, reach, lift, bend, kneel, stoop, climb, push and pull items weighing 50 

pounds or less. 
6. Maintains certification in food safety.  
7. Ability to develop, promote and maintain an environment of cooperation and encourage 

feelings of acceptance and self-worth. 
8. Possess and maintain a valid driver’s license. 
 
WORKING CONDITIONS 
1. Works flexible hours. 
2. At times, the kitchen can be noisy and extremes in temperature can be experienced (going 

from freezer, using ovens). 
 
ACCOUNTABILITY 
The Executive Chef is accountable to the Community Coordinator. 
 
SIGNATURES 
The above statements are intended to describe the general nature and level of work required 
of this position.  This is not meant to be an exhaustive list of all responsibilities, duties and skills 
required.  
 
 
 
                                                                             
 
Employee:       Date: 
 
 
 
 
Supervisor:      Date:  


