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FNS Administrative Assistant - New (formerly senior associate) SY 2024-2025 

The FNS Administrative Assistant is responsible for making travel arrangements for staff going to 

conference as well as assisting the Assistant Director of Food and Nutrition with the coordinating, 

interviewing, hiring, and uploading paperwork for new hires (entry level positions). Book locations for 

meetings. The FNS Administrative Assistant is also responsible for the application and monthly financial 

claim for the National School Lunch, Seamless Summer, and Childcare Food Program, CLOC. Prepare and 

update annual supper book. This position also acts as back up for payroll, purchase orders and invoices. 

Additional responsibilities include the end of month revenue report, reappointments, invoicing to 

vended schools, and board agenda items. 

FNS Senior Associate 

The FNS Senior Associate is responsible for working with departments to ensure accuracy of district 

finance accounts as well as complete all FNS purchase orders, invoices and maintain and reconcile P

Cards and transactions. Acts as benefits coordinator including extended leaves and workers 

compensation. Additional responsibilities include assisting with payroll and maintaining bank supplies. 

FNS Technician I, II, III

The FNS Technician is responsible for the installation, maintenance, and repair of commercial kitchen 

equipment as well as general maintenance as it relates to Food and Nutrition Services. This includes all 

the maintenance, repair, and preventative maintenance for all refrigerated equipment (pass through's, 

reach in's, freezers, coolers) as well as all other food service equipment (steam jacketed kettles, skillets, 

Rationale ovens, Eloma, Cleveland Hydrovection, Blodgett) and the preventative, maintenance, and 

repair of all. Order parts as needed, spec new equipment, work with other departments and vendors as 

needed. Document on work orders, respond to work orders in a timely fashion. Repair of all small 

equipment. Work with hood cleaning company and grease trap company to schedule service. Work with 

Director on special projects such as construction and renovations of kitchens and serving lines. This 

position spends 90% of day out in the field working in schools. 

Food and Nutrition Services Catering Special Initiatives Associate (Proposed SY 26-27) TBD 

The FNS Catering/Special Initiatives Associate is a support position to the Catering/Special Initiatives 

Manager. 

Food and Nutrition Services Marketing Team Development Associate (Proposed SY 26-27) TBD 

The FNS Marketing Team Development Associate is a support position to the Marketing Team 

Development Manager. 
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