
 

POSITION DESCRIPTION 

 

TITLE:  Dining Hall Manager 

STATUS: Permanent 

 

BROAD FUNCTION:  The Dining Hall Manager is responsible for the effective operation of the PEEC 

Kitchen & Dining Hall and promotes a positive image for PEEC through professional appearance and 

general knowledge of PEEC’s activities. 

 

PERFORMANCE MEASUREMENTS: 

 Perform duties on time and within budget. 

 Successful coordination with Education & Administrative departments 

 Successfully pass federal health inspections twice per year 

 Receive ‘excellent’ evaluations from 80% of all groups. 

 

ACCOUNTABILITY:  The Dining Hall Manager is directly accountable to the Executive Director and 

Director of Operations. 

 

PRIMARY DUTIES & ACTIVITIES: 

 

Personnel: Hire, train, schedule, and supervise dining hall staff members to ensure the highest quality of 

service. 

 

Responsibilities:  

 Generate weekly staff schedules based on kitchen needs. 

 Coordinate all aspects of ordering for the dining hall including placing & scheduling orders, 

inventorying deliveries, and assisting with restock. 

 Create weekly menus (including the potential for bagged meals and snacks) with the specific 

needs/wants of the groups in mind such as dietary restrictions/allergies as well as quantity/quality 

of food (i.e. student groups vs adult groups) 

 Maintain cleanliness of kitchen and dining hall at all times in accordance with Servsafe 

conditions. 

 Assist with day to day operations of the dining hall & kitchen including but not limited to: food 

preparation, serving, cleaning, etc. 

 Meet regularly with food service representatives 

 Run catering services for any weddings, conferences, etc. planned to occur in the dining hall 

 Host and cater annual Game Dinner and Farm to Table community dinner fundraisers. 

 

Fiduciary: Design, implement and control annual departmental budget. Assist in annual fundraising 

efforts and events.  

 

Administration: Attend all monthly PEEC Mgmt and weekly Operations Meetings. Complete necessary 

reports. 

 

Professional Development: Attend training events and meetings as assigned. Will pursue annual training 

for all aspects of position including renewal of necessary certifications (i.e. Servsafe) 

 

 

 



POSITION REQUIREMENTS: 

 Excellent people skills and ability to work with a variety of personalities. 

 Minimum 3 years’ experience in ‘management’ position in related field. 

 Experience in providing guidance, leadership, supervision, training and assessing staff. 

 Successfully designed, implemented and managed $400,000 departmental budget. 

 Attentiveness to detail including record keeping and office systems. 

 Commitment to the Pocono Environmental Education Center mission. 

 Must be certified through Servsafe 

 Must be available at all hours by phone for staff or equipment emergencies 

 

ORGANIZATIONAL RESPONSIBILITY:  Dining Hall Manager must work well independently and 

with a team.  

 

SALARY: Commensurate with experience. 

 

BENEFITS: Include medical and retirement plan 

 

PEEC is an equal opportunity employer. 
 

 

 


