
51708 - NUTRITION SITE COORDINATOR 
CITY OF PARMA 

188 – SENIOR CENTER 
 
JOB SUMMARY 
 
The Nutrition Site Coordinator for the Donna Smallwood Activities Center and Office on Aging 
supervises the preparation and serving of meals and the maintenance of the serving areas. The 
incumbent works under the direct supervision of the Senior Center Director. This position is 
“Unclassified” (not classified) within the civil service of the City of Parma. 
 
WORK ACTIVITIES 

 
Food Preparation Duties: 

 Checks reservations and cancellations of meals* 
 Verifies number of meals and refrigerates them* 
 Orders supplies weekly and equipment as needed* 
 Cleans and sterilizes dining room tables and trays* 

 
Food Service Duties: 

 Supervises the serving of meals at the Senior Center* 
 Supervises cleanup of food preparation and serving areas* 
 Processes requests for home delivered meals, supervises preparation and arranges           
for delivery* 

 
Other Duties: 

 Maintains sanitation guidelines for facility and food service personnel* 
 Attends the Western Reserve Area Agency on Aging (WRAAA) Service 

Providers meetings; acting as a contact for the Senior Center to report food 
service concerns* 

 Attends staff meetings* 
 Supervises training of all food service aides* 
 Performs all other related duties as assigned+ 

 
* Denotes Essential Job Functions 
+ Denotes Essential Job Functions, Scheduling Accommodations Possible 
 
TOOLS AND EQUIPMENT 
 

 Commercial-Size Can Opener 
 Convection and Conventional Ovens 
 Food Service Steamer Units 
 General Kitchen Utensils 
 Refrigerator/Freezer/Meals Sealer 

 
 



JOB CONTEXT 
 
The Nutrition Site Coordinator works 20-24 hours a week from 8:00a.m. until 12:30/1:00p.m.  
This position is part-time and operates 12 months a year.  The Nutrition Site Coordinator works 
in a well-lit, spacious, temperature controlled environment.  Mobility around the center is required.  
The stress level of this position may occasionally be high in response to the volume of meals that 
must be prepared and served at a given time both on and off-site.  The Nutrition Site Coordinator 
is accountable for the quality and quantity of food services, preparation procedures, sanitation 
conditions and timely delivery.  The Donna Smallwood Activities Center meals program includes 
congregate meals (served at the center), home delivered meals and community meals (packaged and 
delivered to clients’ homes).  The Nutrition Site Coordinator is evaluated annually by the Senior 
Center Director. 
 
JOB QUALIFICATIONS 

Upon hire, a Nutrition Site Coordinator must have: 
 A high school diploma or equivalent 
 Supervisory experience in social service delivery or programs for the elderly 
 A knowledge of large scale meal preparation and service 
 The ability to lift 5-10 pounds of frozen and cooked food containers 

 
After hire, a Nutrition Site Coordinator must have: 

 Western Reserve Area Agency on Aging (WRAA) Applied Food Service  
Sanitation Course Certificate 
 Food Service Manager Certification by the State of Ohio Department of Health 
 Serve Safe Course Certificate 
 Person in Charge Certification 
 
  

____________________________________________________________________________ 
 
The starting salary for the position of Nutrition Site Coordinator is $10.07 per hour.  The City of 
Parma is an equal opportunity employer.  This position is a temporary position because of its 
continued viability depending upon program recipients’ contributions and federal and city funding. 
 
Applications may be obtained from the City of Parma Human Resources & Purchasing Department 
at Parma City Hall, 6611 Ridge Road, Parma, Ohio.  An application can also be found on the City’s 
website under the Human Resources tab: http://www.cityofparma-oh.gov/cityhall/personnel.aspx.  
A resume is required. 
 
Applications and resumes shall be submitted after completion to the City of Parma Human 
Resources & Purchasing Department.  Applications received after the close of business (4:00p.m.) 
on Wednesday, February 4, 2015 may not be considered for this vacancy but will be retained for 
future consideration for a period of two years. 
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