
	CS-214

REV 2/2024
	
	
1.
Position Code

COOK-E

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

DEPARTMENT OF NATURAL RESOURCES

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

RESOURCE MANAGEMENT 

	
4.
Civil Service Classification of Position

PI COOK-E
	
10.
Division

PARKS AND RECREATION

	
5.
Working Title of Position (What the agency titles the position)

COOK
	
11.
Section

         RESOURCE PROMOTION & PROTECTION

	
6.
Name and Classification of Direct Supervisor

MELISSA GUIGUE, MANAGER
	
12.
Unit

RALPH A MACMULLAN CONFERENCE CENTER

	
7.
Name and Classification of Next Higher Level Supervisor

SCOTT PRATT, CHIEF OF COMMUNITY & EMPLOYEE ENGAGEMENT
	
13.
Work Location (City and Address)/Hours of Work

104 CONSERVATION DR, ROSCOMMON, MI 48653
UP TO 40 HRS/WEEK VARIED SHIFTS INCLUDING NIGHTS & WEEKENDS

	
14.
General Summary of Function/Purpose of Position

Perform a full range of cooking and food preparation assignments.  Prepare and serve meals for up to 250 people, special meetings, dinner programs, and special events, deliver coffee, water and snack service to meeting areas.  Work with lower-level kitchen helpers during shift.  Ensure customer satisfaction is met with quality and quantity of meal service and presentation.  Position works days, nights, weekends and holidays. 

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
% of Time

70
Prepare and serve meals for up to 250 people, special meetings, dinner programs, and special events, deliver coffee, water and snack service to meeting areas. Participates in and guide others in serving meals, dining room setup, kitchen and dining room cleaning. Ensure quality customer service is provided to all guests.


	Individual tasks related to the duty.

· Prepare and cook meats, vegetables, casserole dishes, desserts and salads for general and/or modified diet menus using hand and power kitchen utensils and equipment.  
· Prepares food for persons on specialized diets (ie allergies, diabetic, salt restricted, religious). 
· Adhering to specialized diets and ensuring there is no cross contamination.  

· Prepare variety of main course dishes and sides via heat, steam, grill, fryer or baking.
· Prepare salads, desserts, and beverages.  
· Bake breads and desserts from scratch using recipe books and directives.  
· Prepare and serve food ensuring all guests needs are met, ensuring the serving area is maintained and clean.  
· Assemble food for transportation, as required, by measuring out food, placing in proper containers, and loading hot and/or cold food carts/containers.  
· Dispose of unused food and remove soiled ware for washing, and properly put away cooking utensils, pans and dishware. 
· Plans sequence and time of food preparation and cooking operations to meet meal schedule.  
· Follows health and safety codes for proper food handling and preparation guidelines.

· Oversee and assure quantity and quality control by directing staff’s strict adherence to prescribed menus.

· Assure quality customer service is provided to all guest meeting their dining needs.



	Duty 2

General Summary of Duty 2
% of Time

25
Clean kitchen, dining room, storage areas and equipment.
Organize and maintain proper order within the cooler/freezer and storage areas.

	Individual tasks related to the duty.

· Wash, sanitize, and clean the premises, cooking utensils and kitchen equipment such as dishes, utensils, pots and pans, steam kettles, automatic slicers, mixers, blenders, refrigerators, ovens, freezers, microwaves, tables and carts to maintain sanitary conditions.
· Sweep, vacuum and mop floors.

· Inspects dining room premises and food preparation and serving areas for cleanliness.


	Duty 3

General Summary of Duty 3
% of Time

5
Maintain storage areas, stock and kitchen supplies. 

	Individual tasks related to the duty.
· Receives and puts away stock such as canned goods, paper products, frozen meats, cereal, flour, sugar, eggs, ect.
· Maintains inventory and requisition of food, supplies, and equipment as needed.  

· Inspects food and food products prior to use and consumption for quality and freedom from contamination and spoilage.

· Rotates stored food stock to ensure proper and timely usage.
· Maintain records and prepare reports as required.

	Duty 4

General Summary of Duty 4
% of Time




	Individual tasks related to the duty. 
· 


	Duty 5

General Summary of Duty 5
% of Time





	Individual tasks related to the duty.

· 


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Determine what quantities to cook based on the number of people to be served.  Determine how to handle a late increase or decrease in guest count requiring additional or less meals to be prepared in a short period of time.  Changing a menu item when warranted for quality and quantity.



	
17.
Describe the types of decisions that require your supervisor’s review.

Changing a cleaning procedure, changing of the menu and changing of the schedule. Approval on purchasing items.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Must be able to frequently reach, bend, or stoop, lift and transport heavy roasting pans, boxes of food and other kitchen equipment.  Food is frequently prepared outdoors in the presence of biting flies, bees and other insects.  Hot smoking grills or hot humid weather conditions.  Must also be able to easily observe food products to be served and meet guests needs.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?



	
23.
What are the essential duties of this position?

Prepare and serve meals for up to 250 people, special meetings, dinner programs, and special events, deliver coffee, water and snack service to meeting areas. Participates in and guide others in serving meals, dining room setup, kitchen and dining room cleaning. Ensure quality customer service is provided to all guests. Ensure the kitchen and dining room is clean and presentable meeting all health codes. 

	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.



	
25.
What is the function of the work area and how does this position fit into that function?

The Ralph A. MacMullan Conference Center is a full-service conference center, providing meals, lodging, meeting space and meeting planning services.  The facility operates year-round, seven days a week.  The food service department is one of four departments at the conference center.  The function is to provide meals and other assorted food and drink items to conference center guests.  This position functions as a shift cook.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

HIGH SCHOOL DIPLOMA

	EXPERIENCE:

Experience in quantity food preparation, such as could have been attained in a hotel, restaurant, institution or similar setting, excluding taverns, lounges, and fast-food enterprises is preferred. 


	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of the standard methods, materials, tool and equipment used in a large-scale cooking operation.  Knowledge of the qualities, adaptabilities and uses of various foods.  Knowledge of health hazards in food service and the necessary preventative measures including time and temperature requirements to ensure food safety.  Knowledge of occupational hazards and safety rules and regulations applicable to the work. Knowledge of the proper methods of storing or refrigerating food and food ingredients.  Knowledge of food values and nutrition.  Ability to operate and use cooking utensils and equipment.  Ability to prepare food from menus and recipes.  Ability to adapt standard recipes to preparing food for varying numbers of people and for those with special dietary needs.  Ability to follow instructions.  Ability to be able to effective communicate and provide quality customer service.  

	CERTIFICATES, LICENSES, REGISTRATIONS:


	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 1

