
 
Title:  Executive Chef Department:  920 – Dining Services 

Location: Parkshore 
Supervisor:  Director of Dining Services Effective Date:  November 2019 

Status:  Exempt  

 
SUMMARY:  Responsible for supervising an institutional kitchen that provides three meals per 
day to residents and guests, plus catering special occasions.  Oversees food quality, service, 
staff, facilities, adherence to regulations, policies, and procedures, and monitoring expenses.  
Ensures that the kitchen prepares and cooks the planned meals for residents. 
 
BASICS:  
CEC or attainable within 1 year 
Oversight of senior residential meal service in an upscale retirement community (300-
400 meals per day) 
                -2 main dining venues 
                -2 health care dining venues 
Oversight of health care and assisted living meal program 
Manages 22 FTE’s 
Manages all purchasing, budget adherence 
Schedules team as needed 
Works in production and catering as needed 
40 hrs per week, with benefits 
Great work life balance 
Salary Range $65-75,000 
Experience in hotel and restaurant environments 
Experience in catering, set up, presentation 
Will accept a younger individual and train in operational areas needed 5-6 years Chef 
experience) 
Focus on hands on kitchen presence 
Able to cover shifts as needed 
Willing to mentor younger cooks 
Ability to handle resident issues face to face 
Takes direction from the Director of Dining Services 
Ability to take direction from Corp Dir of Culinary Operations 
Ability to rotate and work some holidays and weekends 
Has a proven background in service and hospitality background 
Looking to grow within the organization 
Able to complete a mystery basket exam with advance knowledge of ingredients. 
Be the “Face of the Department” – eagerly visible and approachable to residents and 
staff 
Work hand-in-hand with marketing department to showcase department and community 
Willing to get involved in committee meetings 
Offer a wide variety of American regional and ethnic cuisines 
Have a “Will Do” attitude 
Be very flexible in service – Have no problems with modified orders and special request 
 
 
 



ESSENTIAL JOB DUTIES: 
1. Hires, trains, and evaluates staff.  Directs and monitors support employees as necessary. 
2. Assures that food is ordered and on hand. 
3. Understands the special dietary restrictions of senior adults.  Assures that meals are served 

as prescribed.  Directs staff to prepare foods according to menus, recipes, dietary 
guidelines, and production guidelines. 

4. Assures that standards of food quality, sanitation, and preparation safety are maintained.  
Maintains foods, kitchen, and equipment as required. 

5. Enforces policies, procedures and standards.  Keeps records as required. 
6. Meets with Director to review and plan menus for the month and week.  Forecasts numbers. 
7. Plans menus and recipes for the month.  Orders food and kitchen supplies.  Ensures that all 

stored foods are labeled, dated, and stored properly.   Assures safe handling and storage of 
foods and leftovers; and that they are stored properly and at the correct temperature. 

8. Ensures that daily routines of checking cooler temperatures and related duties are 
performed. 

9. Oversees kitchen staff for compliance to policies, procedures, MSDS, safety, sanitation, 
hair, cleanliness and clothing. 

10. Assures that special diet items are prepared as required. 
11. Checks for notes, telephone messages, order changes, and other communications.  Checks 

in and signs for deliveries if necessary.  Answers telephone and directs vendors as 
necessary. 

12. Selects items, meat cuts, and determines portion sizes as required. 
13. Ensures that meals are presented and garnished in an appropriate and appealing manner - 

at buffet line and kitchen serving line. 
14. Keeps work areas, equipment, and tools clean and sanitary.  Monitors the kitchen operation 

for hazards, such as wet floors, chemicals, and other sources of injury. 
15. Oversees preparation of foods for catering / tray service.  Oversees preparation of foods for 

special events. 
16. Makes recommendations for improvements in service, quality, efficiency, and safety. 
17. Immediately reports, in writing, any accidents, incidents, and items that need repair. 
18. Attends committees, meetings, and trainings as required.  Assists in the development of 

systems, policies, and procedures.  Oversees quality control of kitchen services. 
19. Stays up to date on information and trends in the industry. 
20. Conducts in-service (training meetings) with kitchen staff. 
21. Makes recommendations concerning bonus, wage increase, disciplinary action & 

terminations. 
22. Develops file of standardized recipes with Director of Dining Services. 
23. Completes 90 day and annual evaluations for kitchen staff on time. 
24. Performs other duties as assigned. 

SUPERVISORY REQUIREMENTS:   
Directly supervises kitchen staff members of the Dining Service Department.  Can be 
responsible for supervising more than two and seldom over 10 people.  Carries out supervisory 
responsibilities in accordance with the organization's policies and applicable laws.  Immediate 



supervision over a unit, section or department where the majority of time is spent assigning, 
reviewing, checking work, eliminating ordinary difficulties; where procedures are standardized; 
but where accountability for results rests with the next higher level of supervision.  
Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 
directing work; appraising performance; rewarding and disciplining employees; addressing 
complaints and resolving problems. 

EDUCATION/EXPERIENCE/KNOWLEDGE/SPECIALIZED TRAINING REQUIRED: 
Equivalent to high school plus additional broad specialized training equal to two years of 
college.  Must have a degree/certificate in Culinary Arts with a Food Handlers Permit.  Minimum 
of five years of related experience.  Must be able to read, write, and speak English, and the 
ability to communicate clearly with residents and staff.  Must work cooperatively with other 
management and staff, and be patient, pleasant, and understanding in relating to residents. 

MATERIAL/EQUIPMENT DIRECTLY USED: 
Ovens, stove top, grills, fryers, steam tables, food processors, mixers, knives, slicers, steamers, 
computer. 

PHYSICAL DEMANDS: 
See attached. 

WORKING CONDITIONS: 
Majority of work performed in the kitchen, with exposure to heat and the risk of being burned or 
cut by kitchen appliances/equipment. 

 
Job Description Acknowledgement 

 

 

I, ______________________________________________ have received the above job  
   Print 

description. I shall perform the duties to the best of my ability. 
 
 
 
Employee signature: _______________________________  Date: ___________ 



Chef – Parkshore (continued) 
 
PHYSICAL DEMANDS:  How much on-the-job time is spent performing the following physical activities? 
 Amount of Time 
Physical Activity None Less than 

1/3 
1/3 to 2/3 More than 

2/3 
Stand    ü 
Walk   ü  

Sit  ü   
Use hands to finger, handle or feel    ü 

Reach with hands and arms   ü  
Climb or balance  ü   

Stoop, kneel, crouch or crawl  ü   
Talk or hear    ü 

Taste or smell    ü 

Does this job require that weight be lifted or force be exerted?  If so, how much and how often? 
 Amount of Time 
Lifts Weight or Exerts Force None Less than 

1/3 
1/3 to 2/3 More than 

2/3 
Up to 10 pounds    ü 
Up to 25 pounds   ü  
Up to 50 pounds  ü   

Up to 100 pounds  ü   
More than 100 pounds ü    

Select the specific vision requirements of this job (you may check as many as needed): 

ü Close Vision Ability to see clearly at 20 inches or less 

ü Distance Vision Ability to see clearly at 20 feet or more 

ü Color Vision Ability to identify and distinguish colors 

ü Peripheral Vision Ability to observe an area that can be seen up and down or to the left and right while eyes 
remain fixed on a give point, i.e., drivers, referees, control board monitor 

ü Depth Perception 3-D vision, ability to judge distances and spatial relationships to see objects where and as 
they actually are; i.e., drivers, conveyor system workers 

ü Ability to Adjust Focus Ability to adjust the eye to bring an object into sharp focus.  This is required when doing 
close work at varying distances from the eye, i.e., computer operators, inspectors 

Environmental Demands:  How much exposure to the following environmental conditions does this job 
require? 
 Amount of Time 
Environmental Conditions None Less than 

1/3 
1/3 to 2/3 More than 

2/3 
Wet & humid conditions (non-weather)  ü   
Work near moving mechanical parts   ü  
Work in high, precarious places ü    
Fumes or airborne particles  ü   
Toxic or caustic chemicals  ü   
Outdoor weather conditions  ü   
Extreme cold (non-weather)  ü   
Extreme heat (non-weather)  ü   
Risk of electrical shock  ü   
Work with explosives ü    
Risk of radiation ü    
Vibration  ü   

 



To apply for this position, please contact: 
  
Mark Linden 
mlinden@parkshore.org 
206-720-2196 
  
Annika DiNovi 
Executive Director 
adinovi@parkshore.org 
206-720-8216 
 


