
Job Description 

Job Title:  Prep Cook/Kitchen Assistant 

Position Supervisor: Food Service Manager 

Pay Grade: Part-time or full-time, hourly (non-exempt); Benefits included with full-time 

employment. 

Job Summary:  Responsible for meal preparation, meal service, and clean-up.  Maintain clean 

and sanitary work environment. 

Essential Functions: 

1. Maintains clean and sanitary environment for food prep and service.  Understands and

ensures ongoing compliance with health department regulations.

2. Provides food service for residential program, including supervision of and assistance

with clean-up.

3. Prepares meals, including prep and clean-up.

4. Assists with shopping when necessary.

5. Completes assigned cleaning chores on a regular basis, ensuring thoroughness and

quality of work.

6. Is present for scheduled shifts. Meets attendance expectations set by supervisor. No

more than 8 unplanned absences per year.

7. Regularly checks CenterPointe email (if provided).

Other Job Functions/expectations: 

1. Participate as a team member.

2. Demonstrate positive attitude toward clients, staff and agency.

3. Complete all assigned tasks in a timely manner.

4. Maintain confidentiality of consumers in service.

5. Attend at least 4 All Staff Meetings annually (part-time); 8 per year (full-time)

6. Participate in assigned committee(s); regularly attend committee meetings

Required Skills/Physical abilities: 

1. Effective listening.

2. Promptness and flexibility

3. Ability to lift and carry up to 50 pounds regularly.

4. Ability to follow written and verbal instructions.

Educational/Experience Requirements: 

1. Two years of food service experience in direct food preparation.

Licensing or other requirements: 

1. Valid driver's license and acceptable DMV record (last 5 years)
2. Must be at least 21 years of age.

3. Minimum of Class II Food Handler’s Permit, or ability to obtain (employer will pay for permit costs).



Demonstrated Competencies: 

1. Adaptability: Adapts to change, open to new ideas and responsibilities

2. Communications:  Communicates well (written and verbal), delivers presentations, has

good listening skills

3. Dependability: Meets deadlines, works independently, accountable, maintains focus,

punctual, good attendance record

4. Ethics: Honest, accountable, maintains confidentiality

5. Sense of Urgency: Meets deadlines, establishes appropriate priority, gets the job done in

a timely manner

6. Interpersonal Skills: Builds strong relationships, is flexible/adaptable, works well with

others, solicits feedback

7. Teamwork: Accountable to team, works to meet established deliverables, appreciates

view of team members, respectful

* CenterPointe reserves the right to modify, interpret, or apply this job description in any way the agency desires.
This job description in no way implies that these are the only duties, including essential duties, to be performed 
by the employee occupying this position.  This job description is NOT an employment contract, implied or 
otherwise.  The employment relationship remains “AT-WILL.”  The aforementioned job requirements are subject 
to change to reasonably accommodate qualified disabled individuals* 


