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JOB DESCRIPTION 

 
NUTRITION SERVICES SPECIALIST  

 
Under the supervision of the assigned health and nutrition coordinator, the nutrition 
services specialist shall be responsible to:   
 
1. Assist with tasks and duties associated with health, nutrition, and food services. 

2. Provide clerical and data entry support to health and nutrition unit, including but not 

limited to maintaining and updating filing systems and tracking of children’s nutrition-

related data. 

3. Identify and refer children with specialized nutrition needs as needed. 

4. Assist in the development of health care plans for children with special nutrition needs 

and follow-up as needed. 

5. Ensure the accuracy and calibration of nutrition tracking tools.  

6. Maintain nutrition educational curricula materials for center education staff.  

7. Assist in ensuring compliance with CACFP regulations, including conducting regular 

site reviews and monitoring meal benefit eligibility. 

8. Provide ongoing technical assistance and guidance to food service personnel and 

program staff as needed 

9. Collaborate with school district food service personnel and other agencies that provide 

food and nutritional services. 

10. Assist with monthly meal count reports for compliance with the Child and Adult Care 

Food Program (CACFP) reimbursement requirements. 

11. Maintain and update CDR and school district days of operation and holiday periods 

annual calendar. Ensure timely planning for the procurement, preparation, and 

delivery of food services throughout the year. 

12. Engage in the promotion of staff development and continuous learning through 

training, observation, and coaching. 

13. Coordinate efforts with program staff and purchasing department to place food orders, 

purchase meal service supplies, and order new and replacement equipment.  

14. Assist with the distribution and monitoring of the meal production record sheets. 

15. Attend meetings, workshops, seminars, and training as required. 

16. Perform other duties as assigned. 
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EMPLOYMENT STANDARDS 
 
Required Education and Experience: 

• Minimum of an associate degree in nutrition, health or related field. 

• Minimum of two (2) years’ recent experience in a position involving health and/or 
nutrition education, or related.  

 
Preferred Criteria: Bilingual (English/Spanish) skills. Knowledge of adult learning 
strategies, early childhood development and developmentally appropriate curriculum, 
materials, learning environments, and teaching strategies for children birth to five.   
 
Knowledge and Abilities: Knowledge of Windows environment and applications such 
as Word, Excel and PowerPoint. Ability to write clearly, concisely, and descriptively in the 
English language. Ability to provide leadership and stability to field staff for program 
continuity. Ability to exercise sound judgment and initiative. Ability to lead adult groups 
and provide training and technical assistance to teaching staff and parents. Ability to 
monitor, analyze and evaluate program systems and procedures, making and 
coordinating appropriate changes. Skill in collecting and analyzing data; prepare reports 
and maintain records. Ability to establish and maintain cooperative and effective working 
relationships with clients, staff, and community professionals. Sensitivity to the needs of 
low-income families and multicultural beliefs and practices. Ability to maintain strict 
confidentiality. Ability to work independently and work a flexible schedule.   
 
Physical Abilities: Ability to effectively use hands and fingers to fill out forms and for the 
use of computer keyboard and other office machines/equipment. Ability to clearly see 
detailed documents and reports. Ability to safely lift and move items weighing up to 20lbs. 
Ability to safely drive and travel throughout Ventura County using personal or agency 
vehicle. 
 
License or Other Requirements: Must have access to a dependable auto with 
appropriate insurance coverage and possess a valid California driver’s license. Must 
submit to a pre-employment agency-paid physical examination, negative tuberculosis 
clearance test, and criminal record clearance. Employment is conditional pending 
satisfactory results of all required tests and clearances. Periodic physical examinations 
and TB clearances will be required if hired. 
 
 

 


