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Senior Trainee Assignment Description


	Senior Trainee Name:               
	Position Title:                       Kitchen Assistant


	Host Agency Name:   
	Assignment Date:                   


	Assignment Location (Address)
Physical: _____________________________________
Mailing: _____________________________________
City: ________________ State: AL  Zip Code: _______

	Phone Number: (334) _______________________
Fax Number: (334) _________________________




	Assignment Objective: Provide food service skills training to assist  Mr./Ms. _________________________  re-enter the local workforce



	Work Days/Hours:  Monday Hours: ______am-  _____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25    (Must equal no more than 19.75 hours per week



	Supervisior __________________________ or his/her designee will provide supervision during this assignment



	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.)
Assist with cleaning or mopping of restrooms, kitchen sanitation, and cleaning of the host agency common areas. Assist with lifting of heavy hot/cold items from ovens or other equipment used to deliver prepared food items. Bending, stooping, dexterity, use of fingers, hands, arms and legs are required to complete the requirements for this position. 


	Assignment Duties: Clean work areas, equipment, utensils, dishes, and silverware. Store food in designated containers and storage areas to prevent spoilage. Prepare a variety of foods according to customers' orders or supervisors' instructions, following approved procedures. Package take-out foods or serve food to customers. Portion and wrap the food, or place it directly on plates for service to patrons. Place food trays over food warmers for immediate service, or store them in refrigerated storage cabinets. Inform supervisors when supplies are getting low or equipment is not working properly. Weigh or measure ingredients. Assist cooks and kitchen staff with various tasks as needed, and provide cooks with needed items. Wash, peel and/or cut various foods to prepare for cooking or serving. 
· Additional Information: (O*NET Knowledge, Skills, and Abilities): Move any other duties listed below to Assignment Duties above.
Clean and sanitize work areas, equipment, utensils, dishes, or silverware. Store food in designated containers and storage areas to prevent spoilage. Prepare a variety of foods, such as meats, vegetables, or desserts, according to customers' orders or supervisors' instructions, following approved procedures. : Take and record temperature of food and food storage areas, such as refrigerators and freezers. Wash, peel, and cut various foods, such as fruits and vegetables, to prepare for cooking or serving. Place food trays over food warmers for immediate service, or store them in refrigerated storage cabinets. Portion and wrap the food, or place it directly on plates for service to patrons. Weigh or measure ingredients. Mix ingredients for green salads, molded fruit salads, vegetable salads, and pasta salads. Receive and store food supplies, equipment, and utensils in refrigerators, cupboards, and other storage areas. Remove trash and clean kitchen garbage containers. Assist cooks and kitchen staff with various tasks as needed, and provide cooks with needed items. Carry food supplies, equipment, and utensils to and from storage and work areas. Use manual or electric appliances to clean, peel, slice, and trim foods. Inform supervisors when equipment is not working properly and when food and supplies are getting low, and order needed items.  Make special dressings and sauces as condiments for sandwiches. Stir and strain soups and sauces. Butcher and clean fowl, fish, poultry, and shellfish to prepare for cooking or serving. Keep records of the quantities of food used. Load dishes, glasses, and tableware into dishwashing machines Distribute food to waiters and waitresses to serve to customers. Operate cash register, handle money, and give correct change. Cut, slice or grind meat, poultry, and seafood to prepare for cooking. Distribute menus to hospital patients, collect diet sheets, and deliver food trays and snacks to nursing units or directly to patients. Stock cupboards and refrigerators, and tend salad bars and buffet meals. Add cutlery, napkins, food, and other items to trays on assembly lines in hospitals, cafeterias, airline kitchens, and similar establishments. Package take-out foods or serve food to customers. Prepare and serve a variety of beverages such as coffee, tea, and soft drinks. Vacuum dining area and sweep and mop kitchen floor. Scrape leftovers from dishes into garbage containers

Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times. 
Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action
Process customer bills or payments.  Cook foods. Arrange food for serving. Clean food preparation areas, facilities, or equipment. 

Present food or beverage information or menus to customers. Prepare foods for cooking or serving. Record operational or production data. Clean tableware. Stock serving stations or dining areas with food or supplies. Operate cash registers. 

Cut cooked or raw foods. Store supplies or goods in kitchens or storage areas. Serve food or beverages. Prepare hot or cold beverages. Clean food service areas. Assess equipment functioning. Package food or supplies. Move equipment, supplies or food to required locations. Mix ingredients. Measure ingredients. Remove trash. Assist chefs or caterers with food or drink preparation.


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations? 
Initials (Senior Trainee) ____________ (Date) ______________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency
 FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety  
 FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment)  FORMCHECKBOX 
 Use of Cell Phones while at my Assignment 
 FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Kitchen Assistant at ______________________ on this date: ___________.
___________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)

Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
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