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Epiphany Catholic School 
11001 Hanson Boulevard, NW. 
Coon Rapids, Minnesota 55433 

 
Position Description 

 
Position Title:  Director of Catering and Hospitality Date:  July 1, 2021 
Reports To: Parish Administrator FLSA Status: Exempt – Creative Professional 
Direct Reports:  Kitchen Staff and Kitchen Volunteers 
Provides Work Direction To: Kitchen Staff and Kitchen Volunteers 
Receives Work Direction From:  Parish Administrator and Principal 
    
Schedule: Full-time (with benefits).  40+ hours per week.  Twelve-month position.  Work hours flexible. 
 

Purpose: Hot Lunch Director: To provide food service for the Pre-K through 8 school program which includes 
but is not limited to:  production of healthy and nutritious meals, supervision of the kitchen staff, budget 
analysis and control, and following all state, federal and health rules and regulations. To comply with 
regulations set by the USDA and the MN Dept. of Education in accordance to the National Hot Lunch 
Programs. 

 
 Hospitality Coordinator: To provide hospitality for special events of the parish and the school. 

Provide hospitality leadership for the weekend coffee and donut ministry. Ordering or purchasing for 
hospitality supplies, food and drink.  

 
Catering Director: To provide catering for scheduled events of the parish which include working 
closely with families of funerals, weddings and special events. 

 
General Responsibilities 
*Employment in and by the Church is substantially different from secular employment.  Church employees must conduct 
themselves in a manner consistent with and supportive of the mission and purpose of the Church.  Their public behavior 
must not violate the faith, morals or laws of the Church or the Archdiocese, such that it can embarrass the Church or 
give rise to scandal.  It is required that this employee be an active, participating Roman Catholic.     
 
Hot Lunch Director 
Representative Responsibilities: 
A. * To be present where needed  

1. Ready to work as needed to meet responsibilities.  Includes recognizing when situations require more effort, 
and satisfying responsibilities in a timely manner, providing an example of punctuality and attendance and 
generally ensuring all is ready and taken care of. 

 
B. * Major Position Responsibilities 

1. Plan and develop nutritional, economical, and attractive hot lunch meals for Pre-K – 8. 
2. Promote Epiphany’s hot lunch program to encourage maximum participation. 
3. Comply with all state and federal rules and regulations pertaining to the National Hot Lunch Program, SFSP, At-

Risk, SSO including the Free and Reduced application process. 
4. Maintain and assume final responsibility for a sanitary kitchen, food handling procedures, food storage, and 

cleanliness.  Comply with all Department of Health regulations. 
5. Manage the hot lunch budget, which includes ongoing analysis of income and control of expenses.   
6. Calculate and order food, supplies, and submit bills to the accounting department.  
7. Supervise and assist with daily food preparation, service and cleanup. 
8. Management and supervision of cafeteria staff –schedule staff as needed for food production, training, coaching, 

disciplining, and a written annual review of staff members. 
9. Comply with parish policies regarding all volunteers. (Background Check, Code of Conduct and Virtus 

Training) 
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10. File reports and records on a timely basis. To include but not limited to filing claims, applications, commodity 
ordering, etc.  

11. Possess the technology skills the position demands. 
12. Meet with supervisor regularly to communicate budget management, make recommendations regarding 

program changes/policies/procedures, and hiring needs. 
13. Maintain communication with the principal regarding supervision of students in the lunchroom. 
14. Develop a plan and provide necessary training for the absence of any lunchroom staff. 
15. Monitor waste and work to reduce waste. 
16. Work collaboratively with the school and parish staff. 
17. Maintain knowledge of school events, activities and schedules. 
18. Understand and fulfill all aspects of the faculty, student and parish policy handbooks. 

 
C. *Daily Responsibilities 

1. Prepare and serve food daily. 
2. Determine quantity of food needed. 
3. Supervise, direct and participate in kitchen cleaning. 
4. Schedule staff to meet job requirements. 

 
D. *Financial Responsibilities 

1. Monitor meal costs daily, monthly, and annually. 
2. Follow appropriate purchasing procedures as establish by the parish and what is required by USDA guidelines. 
3. Complete an annual inventory of purchased food and commodities at the end of the school year. 
4. Work with the accounting department to give them the reports that they are needed. 

 
E. *Clerical Responsibilities 

1. Prepare daily and monthly food production records. 
2. Complete any local, state or federal reports throughout the year as needed. 
3. Create monthly menus for distribution and publication. 
4. Promote nutrition, health and wellness information in school communications. 

 
F.  *Professional Responsibilities 

1. Demonstrate enthusiasm for your job responsibilities. 
2. Maintain respectful relationships with students, parents, and staff. 
3. Handle conflicts and problems in a direct, peaceful and respectful manner. 
4. Engage in opportunities to grow spiritually and in your role as Hot Lunch Director. 
5. Attend all in-service training, workshops and meetings required. 
6. Maintain confidentiality in financial matters, student information, and any aspects related to the hot lunch 

program. 
7. Dress in a manner that is professional and appropriate for Epiphany Catholic School/kitchen.   
8. Be familiar with the school crisis plan and its implementation. 

 
G. *Organizational Goals 

1. Must demonstrate the willingness to embrace Parish and School business, strategic and ministerial objectives and 
show full cooperation with their implementation. 

 
Catering Director 
Representative Responsibilities: 

H. *Assist parishioners with their scheduled events in the church. 
1. Work with parishioners with weddings, funerals or any catered event. 
2. Help with planning, organizing, menu prep, ordering, staffing, clean up and scheduling with other staff as needed. 
3. Make sure that Epiphany policies and procedures are followed. 
4. Follow all state and local health department policies as required. 
5. Provide a willingness to make the events the greatest respect and show a joyful attitude in keeping with 

Epiphany’s high standard of excellence. 
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Hospitality Coordinator 
Representative Responsibilities: 

I. * Providing hospitality for special events of the parish and school. 
 In collaboration with the priests, parish and school staff, provide food and beverage hospitality for special events. 

1. Work with staff and parish ministry groups in providing practical and efficient hospitality (food and 
beverage) for meetings and functions. 

J. Enabling parish groups and staff to provide and serve their own food and beverage, as able 
K. Conduct or communicate the purchase for all food, beverage, and supply needs 
L. Inventory and clean all food, beverage and supply storage areas frequently. 
M. Collaborate with the Hot Lunch Director and specific needs and concerns around the kitchen, especially as it 

relates to the scheduling of events. 
 

N. * Providing hospitality leadership for the weekend coffee and donut ministry. 
1. Compile a yearly (seasonal) schedule of parish groups and ministries to serve coffee and donuts for weekends. 
2. Recruit and train a leadership team to help support and oversee the weekly hospitality schedule. 
3. Place appropriate donut order in a timely manner 
4. Conduct purchasing or communicate the purchase of all food, beverage, and supply needs. 
5. Ensure that all serving groups are trained, while providing adequate serving and clean up directions. 

 
O. * Collaborative ministry 

1. Submit all po’s and invoices in a timely manner. 
2. Work collaboratively with other staff members by assisting them in planning/conducting events that require 

hospitality. 
3. Follow established office policy and procedures (request for time off, incident reports, maintenance requests, 

etc.) 
4. Maintain a positive and productive working relationship. 
5. Be an effective team member by: 

a. Interacting respectfully with staff and parish members; following appropriate channels of effective 
communication 

b. Interacting respectfully with volunteers; communicating effectively and respecting their time 
c. Actively participating in decision-making processes to ensure that parish operations are optimized. 

6. Making recommendations for enhancement of parish, staff and parish/school ministries. 
7. Being available when and where needed; be punctual. 

 
P. Other Responsibilities 

Includes other responsibilities identified as needed by the employee and approved and/or assigned by the 
supervisor. 

 
The responsibilities listed above are representative responsibilities intended to describe the general nature and level of 
work performed by the staff member assigned to this position.  It is not intended to be an exhaustive list of 
responsibilities required of the position.  Assigned responsibilities may change, as the Parish needs change. 
 
Responsibilities identified with an “*” are essential functions of the job. 
 
Job Qualifications 
Possess the Managers “Safe Serve” License from the State of Minnesota. 
Exhibit competence in food ordering and preparation. 
Establish professional relationships with the school, Pre-K program, parish and church community. 
Possess supervisory skills. 
Ability to manage a budget and analyze financial data. 
Possess knowledge of state and federal health regulations. 
Demonstrate respect for students and staff, as well as effective behavior management techniques. 
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Possess the physical abilities to prepare and serve food and appropriately clean the kitchen area. 
Possess a minimum education and training: High School diploma or equivalency and experience in the food service 
industry. Culinary education is preferred, but not required. 
Analyze economical work methods in a school kitchen to achieve maximum effectiveness. 
Keep supervisor and others appropriately informed.  
Maintain confidentiality regarding student information. 
Experience in providing hospitality, catering, food preparation. 
Proven experience in working with volunteers and building community. 
Commitment to the spiritual development of all God’s people 
Commitment to the Catholic Church demonstrated through active participation. 
Knowledge of educating and communicating with diverse populations. 
 
Mental Demands 
Be knowledgeable and supportive of the Catholic Mission and Philosophy. 
Demonstrate evidence of effective management techniques. 
Ability to work cooperatively and collegially in and out of the kitchen area with kitchen, school and parish staff, keeping 
a positive and helpful attitude in chaotic times. 
Keep supervisor appropriately informed of all issues, reports and absences. 
Ability to communicate and work with, teachers, staff, administration, parish and community groups using the cafeteria 
and kitchen.  
 
Job Demands 
Ability to teach, lead, facilitate small groups. 
Demonstration of interpersonal and leadership skills 
Ability to communicate appropriately in various forms. 
 Verbally, e.g. facilitation of meetings, pastoral conversation, public speaking 
 Written, e.g. bulleting and newsletter articles, letters, handbooks, curriculum 
 Technological, e.g. internet, electronic mail 
Ability to supervise and coach other staff (as needed) and shared (volunteer) ministers. 
Proficiency with the various programs of Microsoft Office 
Capacity to maintain confidentiality, integrity and honesty. 
Ability to handle multiple demands of one’s time, to organize and meet deadlines. 
Ability to work well with people individually and in a team setting – with constant interruptions. 
Commitment to keeping supervisor and others informed. 
Ability to be pleasant, cooperative and service-oriented, even during chaotic times. 
 
Physical Demands 
Ability to work 40 hours per week. 
Ability to stand and walk for 8 hours per day. 
Ability to bend and kneel for 8 hours per day. 
Ability to lift up to 25 pounds independently and complete repetitive physical motions as necessary. 
 
EMPLOYEE:  I have reviewed this job description and agree it is an accurate representation of the responsibilities of 
my job.  I understand that as an organization’s needs change, my job description will change. 
 
____________________________________   ________________ 
Signature of Employee       Date 
 
SUPERVISOR:  I have reviewed this job description and agree that it is an accurate representation of the 
responsibilities performed in this capacity. 
 
_______________________________________   ________________ 
Signature of Supervisor       Date 
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