Nutrition Program Support 
Position Title:
Nutrition Program Support .72 FTE 

Department:
Nutrition
Reports To:
Director of Nutrition



Division/Unit:
ADRC

Summary

The Nutrition Program Support Employee supports the Nutrition program and assists the Director of Nutrition with program management by performing the following functions in accordance with the Aging Unit mission, policies and procedures as outlined below.

Essential Functions are as follows.  Other duties may be assigned.

1. Supports the Home Delivered Meal (HDM) program as directed.

a. Answers telephone and takes messages and responds to questions, concerns, and inquiries about the program.
b. Takes initial phone inquiries and completes the New Start requirement Form for Home Delivered Meals.

c. Assigns New Participants to appropriate routes and sends information packet.

d. Maintains and updates participants paper files.
e. Maintains and updates information of participants in data base system.

f. Prepares and maintains the Home Delivered Meal Frozen list.

g. Keeps records and sends meal counts to the catering service daily.

h. Prints daily Route Sheets for Delivery.

i. Prints and mails monthly donation statements to Meals on Wheels Participants.

j. Prints and sends monthly menu to Participants.

k. Assures that certification of therapeutic diets are on file from the participants physician.
l. Inputs and updates data into SAMS Database daily/meals counts monthly.
m. Assists the Nutrition Director in Coordinating events.
2.   Supports the Congregate Nutrition program as directed.

a. Answers telephone and takes messages and responds to questions, concerns, and inquiries about the program.

b. Is the main liaison between Site Managers and the catering service on food & delivery service.
c. Takes phone reservations for the Congregate sites.

d. Maintains and records weekly meal counts into data base system.

e. Maintains records of Congregate meals site deposits.
f. Keeps records and sends meal counts to the catering service daily.

g. Maintains files of Congregate meals site temperature regulations.

h. Maintains and updates information of Congregate participants in Nutrition Data Base.

i. Inputs and updates data into SAMS Database daily/meal counts monthly.

j. Prints and sends monthly menus to sites.

k. Prints and sends weekly reservation forms to sites.

l. Prints and sends weekly spread sheets of temperature logs, income sheets and ordering forms to the sites.

m. Assists in developing plans to increase level of program participation.
n. Assists the Nutrition Director in Coordinating activities and education at the sites.

o. Assures the supply order forms are sent to key staff and that supplies are delivered.
3.   Assists the Director of Nutrition in program management.

a. Assists with tracking and reporting requirements for the Program.

b. Maintains knowledge of and assists in compliance with federal, state and county regulations.

c. Performs key functions of the program director and other administrative personnel to

ensure the continuity of the program in the absence of co-workers.
Qualifications

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or abilities required. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions.

1.  High School graduate or equivalent.

2.  Computer skills, including word processing, database, electronic mail, and excel.

3.  Highly organized.

4.  Excellent telephone etiquette.
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