
 
POSITION TITLE:  Culinary Arts Assistant DIVISION Instructional Services 
WORK YEAR: 9 months DEPARTMENT: Hospitality 
LOCATION: Metro Tech SALARY SCHEDULE: Support Services 

DEFINITION: 
 
The Culinary Arts Assistant performs instructional and culinary-related services and works with students and other 
staff to ensure efficient operation of the Coffee Shop. Performs job-related duties as assigned. 
 
ESSENTIAL FUNCTIONS: 

1. Trains students to serve food and maintain and operate equipment; carries out the instructional plan as 
prescribed by the teacher, head chef and/or Cluster Manager. 

2. Maintains individual student folders and student records and disseminates instructional materials to students 
as directed by the instructor; types report cards, disciplinary referrals, accident reports, and parent 
correspondence. 

3. Assists in preparing instructional materials by the teacher or Cluster Manager. 

4. Schedules student help for evening and weekend work on- or off-campus. 

5. Assists in the set-up and tear-down of the Coffee Shop, Fine Dining Room, Banquet Room and other 
assigned areas under the supervision of the teacher, head chef and/or Cluster Manager. 

6. Maintains sanitation, health and safety standards in work area. 

7. Assists in preparing for catering. 

8. Assists in maintain stock levels. 

9. Assists students in job search activities; provides industry referrals and assists with preparation of résumé. 

10. Assists in operating cash register; receives money and makes correct change as required. 



POSITION TITLE: Culinary Arts Assistant 
 
 

QUALIFICATIONS: 

1. High school diploma or GED required. 

2. Meets all State and Federal education and testing requirements. An Associate’s Degree from an 
accredited institution or the equivalent of two years of college (60 credit hours) from an accredited 
institution(s) or possess a paraprofessional certification from an accredited institution required. 

3. Has six months experience in the food service portion of the culinary industry. 

4. Possess and maintain a valid Maricopa County Food Handler's card and Certification. 

5. Possesses a basic working knowledge of the culinary industry, including food service operations, 
sanitation standards, food preparation and food service equipment. 

6. Has ability to operate a cash register and calculator; knowledge of basic arithmetic. 

7. Has ability to communicate and work effectively with staff, students and parents. 

8. Demonstrates effective oral and written communication skills. 

 
SUPERVISION RECEIVED: 
Principal/Cluster Manager 
 
SUPERVISION GIVEN: 
Assigned students 
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JOB NUMBER: 
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