CASTLE ROCK
SENIOR ACTIVITY CENTER

"Loving Life in the Second Half"

KITCHEN COORDINATOR (PART-TIME)

Position Description
Updated: Feb 5, 2026

Position Summary

The Kitchen Coordinator is a part-time position responsible for supporting meal service operations in the kitchen
and dining areas. This role represents the Castle Rock Senior Center (CRSC) and Volunteers of America (VOA)
and must adhere to all VOA policies, State of Colorado health regulations, and applicable food safety standards.

The Kitchen Coordinator ensures the kitchen and dining service areas are maintained in a clean, safe, and organized
manner and supports the coordination of VOA Hot Lunch, Meals on Wheels (MOW), and special meal-related
events. State health inspections occur annually, with additional unannounced inspections conducted by VOA, as
outlined in the VOA Handbook.

Supervision

The Kitchen Coordinator reports to and works under the direction of the Activities/Sports Coordinator and the
Executive Director.

Essential Responsibilities

Kitchen & Meal Program Coordination

e Coordinate VOA Hot Lunch programs on Tuesdays and Thursdays, with the potential addition of Fridays
as needed.

Prepare the kitchen and dining areas for the arrival of VOA meals, volunteers, and diners.

Complete all required daily paperwork for VOA and meal-related deposits.

Maintain a professional, respectful, and supportive working relationship with volunteers and seniors.
Supervise volunteers during meal setup, serving, and cleanup.

Order VOA and kitchen supplies as needed, maintaining appropriate inventory levels.

Communicate announcements and updates to diners as needed.

Plan and coordinate “Let’s Celebrate” days in the dining room.

Coordinate with staff regarding activities following lunch and assist with room setup as needed.
Manage Lunch & Learn luncheons and special events as requested.



e On Tuesdays and Thursdays, monitor Meals on Wheels (MOW) boxes to ensure they are picked up or
placed in the freezer before leaving for the day.

Kitchen Maintenance & Sanitation
(May be performed by volunteers under the direct supervision of the Kitchen Coordinator)

e Maintain a clean, organized, and sanitary kitchen by cleaning and stocking all areas, including cabinets,
countertops, workspaces, walls, floors, sinks, floor drains, appliances, and storage areas.
e Sweep and mop kitchen floors after each use.
e Maintain the kitchen storage closet:
o Keep Senior Center items separate from VOA items.
o Ensure no food items are stored on bottom shelves.
o Organize and maintain both Center and VOA shelving.
o Check expiration dates regularly and follow proper food rotation (FIFO).
o Sweep and mop the closet after each workday.
e (lean and maintain all kitchen appliances; report misuse, damage, or maintenance needs to a supervisor.
e (Clean and maintain the main room microwave weekly and the main room refrigerator monthly.
e Clean commercial refrigerators weekly, including removal of outdated or abandoned food and wiping racks
and surfaces.
e Clean the commercial freezer monthly, including disposal of outdated food and wiping racks and surfaces.

Meals on Wheels (MOW) Responsibilities

e Verify MOW box counts upon delivery.
e Ensure MOW boxes are organized by delivery route with proper paperwork for drivers.
e Ensure all MOW drivers sign in and collect the correct deliveries.

Hot Meal Delivery Responsibilities

e Ensure kitchen helpers properly set up lunches and milk counts for meal deliveries.
e Ensure hot meals and milk are stored in blue containers, bagged appropriately, and placed in large coolers.
e Ensure all Hot Meal drivers sign in and collect the correct deliveries.

Work Schedule

e Part-time position: 9:30 a.m. — 2:00 p.m., 8—10 hours per week, with additional hours for:
o Monthly Lunch & Learn events
o Special events
o Required paperwork (not to exceed 5 additional hours per week)
e All additional hours must be approved in advance by the Executive Director.
e Employees may not start work before scheduled hours or work beyond scheduled hours without prior
approval.
e Weekly timesheets must be completed, signed, and submitted to the Director by Friday.



Physical Requirements

e  Ability to lift up to 25 pounds.

e Ability to perform tasks requiring fine and gross motor skills.

e Ability to communicate clearly in person, by phone, or via radio and recognize alarms and emergency
signals.

e Visual ability to read written materials and distinguish environmental details at varying distances.

¢ Mobility to move throughout the Senior Center and related work areas.

Other Requirements

o Ability to interact professionally and respectfully with the public, seniors, volunteers, and staff.

e Ability to work collaboratively with staff in a dynamic environment.

e Ability to adapt to changing priorities and operational needs.

e Ability to follow established procedures and maintain compliance with health and safety regulations.
e Strong problem-solving skills when responding to unexpected situations.

e Ability to read, understand, and follow written instructions and materials.

Acknowledgement

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged to discuss
ways to improve role effectiveness with their supervisor.

e [ have received a copy of the Employee Handbook.
e T have received a copy of the Center’s Bylaws.

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements have been
answered.

Employee Signature: Date:

Supervisor Signature: Date:




