Crystal City Community Daycare Inc. 

Position Description of a Cook/Aide
Date: March 2, 2015

Position:  Cook/Aide
Classification:  CCA
Employer:  Crystal City Community Daycare Inc.
Supervisor’s Name:  Carol Gardiner
Supervisor’s Title: Executive Director

Required Education and Training
· High School education or equivalent 
· Must have completed Food Handlers Certification

· Must have completed or be enrolled in a 40 hour program of studies as required by the Province of Manitoba

· Must be certified in First Aid and CPR

Key Knowledge, Skills and Abilities Required

· Must be able to plan and prepare nutritious meals and snacks following a menu

· Must have well developed communication skills with the ability to communicate effectively with children and parents from various socio-economic, ethnic and cultural backgrounds.

· Must have demonstrated ability to solve problems, resolve conflicts, make appropriate decisions and involve appropriate stakeholders when required.

· Must have excellent teamwork skills, with the ability to involve and support co-workers in day to day activities and issues that may occur and to seek support and guidance from others when necessary. 

· Must have strong “self management” skills with the ability to remain calm in stressful situations.

· Must have the ability to multi-task, to be flexible and adaptable in light of changing needs and priorities and to copy effectively with changing environments.

· Must be able and willing to be mentored and to accept the various policies and codes that drive the centre’s operation.

· Must have the ability to demonstrate a high level of maturity which recognizes the importance of a respectful workplace, and putting others’ needs before one’s own. 
Summary

The Cook/Aide will plan and prepare all food services, maintain health and safety standards in the kitchen, assist in preparation of room for nap, and assist in supervision of children when required. 
Key Areas of Responsibility 

I. General Duties
· Follow and prepare snack menu following Food Handlers Code and deliver snack to each room
· Ensure least possible waste of food (use what is available rather than ordering extra

· Complete grocery order form by end of each Friday

· Sanitize countertops before and after each food preparation

· Keep kitchen clean and organized

· Clean dishwasher grates at beginning and end of each shift

· De-lime dishwasher every 3 months

· Wash and organize all cupboards and drawers monthly

· Ensure laundry is complete and clean washing machine monthly

· Clean kitchen microwave daily

· Label and date all prepared food that will be stored

· Clean out and wipe down fridge weekly
· Defrost and clean freezer monthly and use any stored foods

· Set out cots for naptime

· Read all room meeting minutes

· Cover room meetings as necessary

· Ensure active involvement of self within daily activities of the centre 
· Follows centre policies, goals and objectives

· Takes initiative for unscheduled duties

· Repairs and maintains equipment and materials as required

II. Interaction with Children 

· Demonstrates respect for the diversity of individuals by using body language that is welcoming and encourages interaction.   Actively responds to the child’s questions and ideas.  Gets down to the child’s level and uses a voice that conveys interest, concern and enthusiasm.

· Acknowledges, respects and responds to the child’s right to have thoughts and emotions.  Is warm and friendly and enjoys being with children. 
·  Expresses kindness and support when children are having trouble and help them learn from their mistakes.

· Promotes feelings of confidence and self-worth in children by modeling respect, co-operation, sharing and problem solving with parents and co-workers.  Greets all children and families upon arrival and departure.  Encourages self-help skills.  

· Provides experiences in which children can participate in social skill development.  Encourages conversation through the use of open-ended sentences.

· Supervises children appropriately with co-workers both inside and outside.

III. Health and Safety

· Follows Canada’s Food Guide in planning and preparing meals and snacks to ensure nutritional content.

· Provide play areas that are safe, clean and healthy environments for children by keeping the centre inside and outside free of debris and structural hazards.  As well as, perform light housekeeping duties and repairs.

· Daily attends to the children’s physical needs i.e. diapering, toileting, napping.  Uses disposable gloves when in contact with bodily fluids. 
·  Encourages preventative measures i.e. hand washing.

· Updates self daily on which children have allergies and/or other conditions that require special care. 

· Reports any incidents and/or injuries to the Executive Director.

· Completes incident forms as required before completion of shift.

IV. Professionalism

· Maintain appropriate work habits such as punctuality, clothing and regular attendance.   Uses time effectively.

· Demonstrate and personally maintain ethical and professional behavior.

· Be familiar with licensing regulations and ensures program is run accordingly.

· Attends at least one workshop, conference or other training opportunity annually.  

· As part of a team, shares issues, concerns and ideas with co-workers and participates in discussions.

· Maintains effective communication with co-workers.  Discusses concerns or frustration with persons involved.  Recognizes the value of others ideas.  Shares ideas with team members prior to implementation.

· Demonstrates behavioral changes as a result of constructive criticism and/or suggestions.  Understands need of change.  Takes appropriate measures to ensure desired outcomes.

· Communicates with parents on a daily basis by responding to parent’s questions and concerns in a positive friendly manner.

· Keeps all information confidential pertaining to children, families, and staff 

· Must be an MCCA member paid by the Cook/Aide.

Confirmation 

I have read the foregoing and understand it is a description of the duties assigned to my position.

Employee’s Signature: ______________________________________


Date: _____________________
I confirm that this is an accurate description of the responsibilities required of the position and that it forms the basis for the position and the performance appraisal of the incumbent.  The incumbent has received a copy of this position description.  

Executive Director’s signature: __________________________________


Date: ______________________
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