EASTERN OKLAHOMA MEDICAL CENTER 



Position Description

POSITION:  Dietary Manager





DATE:  06/2020
DEPARTMENT:  Dietary


________________________________________________________________________________

Position Summary:
Manage and coordinate all activities of the Dietary Department in consultation and collaboration with the Licensed Clinical Dietician. Directly supervise the planning and processing of meals and nourishment: establish procedures: plan menus: assure compliance with standard practices and regulatory requirements: and coordinate all patient care services.
Position Accountabilities:
1. Manage and coordinate activities of the Dietary department.
2. Select, train, orient, schedule and assign employees (through subordinate supervisions). Maintain established policies: develop and establish procedures for the food section. Develop and implement work standards, sanitation procedures and personal hygiene requirements to conform to regulatory requirements and food handling principles. Evaluate work performance of staff and recommend personnel actions such as merit increases, promotions, and encourage staff to participate in outside educational programs.
3. Supervise the planning and processing of meals and nourishment (regular, modified and special diets) for patients, staff and visitors. Conduct diet consultations with patients. Plan basic menus, considering seasonal market, availability of foods, patient preferences, caloric content, and food costs within limits of established policies. Consult Licensed Clinical Dietician as needed.
4. Consult Licensed Clinical Dietician as needed. 

5. Plan, organize, and develop goals and objectives. Establish and implement policies and procedures for department operation to provide normal and therapeutic foods to patients, employees, students, volunteers, guest and visitors.
6. Assign responsibility and accountability, delegate authority to the various managerial, supervisory and professional members of the staff. Supervise the preparation of schedules for utilization of personnel and workflow.
7. Prepare and recommend department budget and ensure that department operates within allocated funds. Evaluate and justify equipment and supply needs and purchases. Determine and document space, equipment, supply and service requirements: select and purchase equipment and supplies as budgeted/approved. Maintain department cost control records and other records, reports and statistics for administrative and regulatory purposes.

8. Assure delivery of quality nutrition and food services, develop specific menus and/or nourishment. Direct and oversee the proper utilization of facilities, equipment and supplies (food and other). Develop programs for the preparation, production and service of regular, therapeutic and other special foods at scheduled meal times in the dining room, cafeteria and via tray service to floors: between meal nourishment as required: and catering service for special functions, e.g. luncheons, banquets, parties, etc. Act as educational resource and be available for consultation to medical, nursing and administration.
9. Develop and maintain quality assurance records and techniques of the department. Evaluate dietary functions/practices, reporting and record keeping. Continually research, plan and develop innovative and effective programs in administration, food production, nutrition and education. Introduce and demonstrate new techniques, equipment and research findings to staff. Ensure that the department is represented at conferences and working committees as requested.
10. Participate in administrative staff meetings and attend other meetings as required. Establish and maintain good intradepartmental relations. Develop relationships with professional affiliations and other as is appropriate. Participate on committees as requested.
11. Maintain department facilities, equipment, food, supplies and materials in a condition to promote health, efficiency and safety. Assure proper storage of food and supplies. Negotiate and document maintenance schedules.
12. Establish and maintain safety, infection and environmental control policies and procedures for the department.
13. Maintain professional growth and development through seminars, conferences, and professional affiliations to keep abreast of the field.
14.  Perform other duties as required.
POSITION QUALIFICATIONS: 
	Minimum Education
	Enrolled/Completed an approved program of Dietary/Food Services Management.

	Experience:
	At least two years’ experience in Hospital food service. Must have skills in therapeutic diets and management

	Required Courses/Training 
	CDM Certification from approved program or currently enrolled in a certified program.


Activity:

	Sitting
	Occasionally 1-33%
	20% of Working Hours

	Walking
	Continuously 67 – 100%
	60% of Working Hours

	Standing
	Continuously 67 – 100%
	80% of Working Hours

	Bending
	Frequently 34 – 66 %
	30% of Working Hours

	Squatting
	Occasionally 1-33%
	10% of Working Hours

	Climbing
	Occasionally 1-33%
	10% of Working Hours

	Kneeling
	Occasionally 1-33%
	10% of Working Hours

	Twisting
	Occasionally 1-33%
	10% of Working Hours

	Lifting 0-50 lbs.
	Frequently 34-66%
	30% of working Hours

	Lifting 50+ lbs.
	Frequently 34-66%
	30% of working Hours

	Carry 0 – 50 lbs.
	Occasionally 1 – 33 %
	10 % of working Hours

	Carry 50+ lbs.
	Occasionally 1 – 33 %
	10 % of working Hours

	Pushing 0 – 500 lbs.
	Frequently 34 – 66 %
	10 % of working Hours


	Other Requirements:
	· Subject to electrical and flammable/explosive gas hazards.  
· May be exposed to infectious and contagious diseases.  
· May be in contact with patients under a wide variety of circumstances.  
· Able to handle emergency or crisis situations.  
· May occasionally be subjected to irregular hours. 
· May be exposed to respiratory risks and safety sensitive situations.  
· May be required to wear protective equipment as necessary.  
· Possesses problem solving skills of the type and at a level necessary to accomplish the job.  
· Demonstrates good time management and organizational skills.

	Visual and Hearing Requirements:
	Yes--Must be able to see with corrective eye wear

Yes--Must be able to hear clearly with assistance


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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