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INTRODUCTION

David (1) asserted that dietitians have been charged with account-
ability for defining and maintaining quality and standards related to
production of food. Inherent to fulfilling this responsibility is a well
trained and productive work force in a foodservice operation. An effec-
tive evaluation system can contribute to improving employee performance.

Performance standards are required for all classified personnel in
Kansas institutions, including foodservice employees. In 1977, a study
group commissioned by the governor to examine personnel practices and
procedures discovered dissatisfaction with the annual performance rating
system. The survey indicated that employees considered evaluation
arbitrary, administered poorly, and an ineffective method for performance
(2).

Under a revised plan currently in use, standards to be used in per-
formance evaluations are to be developed jointly by the employee and
immediate supervisor (3). The ultimate purpose of the evaluation is to
improve the communication process between the employee and supervisor,
gain a clear understanding of job duties and responsibilities, and plan
for the future. Specified responsibilities and standards will provide a
better understanding of what is currently expected and anticipated in the
future. Ar organization consisting of large numbers of employees within
distinct job categories should establish basic standards for the
categories with modificaticn to fit the individual jobs.

The purpose of this project was to devise a methodology for devel-

oping performance standards for empioyees in the Kansas State University
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Residence Hall Foodservice operation. The following supportive objectives
were developed to validate the methodology:

1. refine major responsibilities for two job classifications (Cook
II and Foodservice Supervisor I} in the Kansas State University
(KSU) Residence Hall operations;

2. develop performance standards for these two job classifications
using the system prescribed by the state of Kansas; and

3. assign weights to major responsibilities for these two positions
in each of the three units of the KSU Residence Hall Foodservice
operations based on input from personnel currently employed in
these positions.



REVIEW OF LITERATURE
Job Analysis

According to the United States Department of Labor Handbook for
Analyzing Jobs (4), the word “job" in modern usage has different meanings
depending on how, when, or by whom it is used. Often, the word "job" is
used interchangeably with "position" and "task." To eliminate this con-
fusion and clarify terms used in job analysis, the United States Training
and Employment Service has developed definitions for element, task,
position, and jaob.

Element is the smallest practicable subdivision of any work

activity without analyzing separate motions, movements, and

mental processes.

Task consists of one or more elements aﬁd is one of the distinct

activities constituting logical and necessary steps in the perfor-

mance of work by the employee. A task is created whenever human
effort, physical or mental, is exerted to accomplish a specific
purpose. ’

Position is a collection of tasks constituting the total work
assignment of a single worker.

Job is a group of positions which is identical in major or signifi-
cant tasks and sufficiently alike to justify a single analysis (4).

Biumenfeld (5) stated that the conduct of a systematic, professional
job analysis is a critica1_part of a personnel administration system con-
tributing directly to a criterion. One of the major uses of job analysis
information is the development of performance measurement systems or
criteria.

Blumenfeld (5) found that without job analysis information develop-

ment of meaningful, relevant criteria would be virtually impossible. Only
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with knowledge of what the incumbent does or is supposed to do can appro-
priate questions be formulated to measure job performance.

Scheel and McClusky (6) emphasized that in analyzing 2 job, care
should be taken to note duties assigned as well as those performed. Once
job duties have been determined, they can be categorized under major
responsibilities. Scheel and McClusky concluded that the final step in
setting standards of performance is a study of each of the major respon-
sibilities and job related duties and establishment of the criteria neces-
sary to perform effectively.

Tosti (7) suggested that the first step in déve]oping reliable
measures for job certification is performance analysis. The objectives of
an analysis are to define the scope of the job, determine relative impor-
tance of various job duties, and analyze any performance discrepancies.
Tosti contended that the data for analysis usually are acquired through a
combination of sources: interviews with subject or supervisors, interviews
with experienced performers, procedural manuals or textbooks, and observa-
tion of on-the-job performance.

Tosti (7) also emphasized that after specifying the scope and nature
of a particular job a task analysis should be conducted to identify
clearly what specific behaviors an employee must demonstrate on the job.

A task analysis should contain specific tasks and corresponding elements
for each duty or functional area. In addition, the task conditions and
prerequisites, cues, and environmental influences should be determined,
and tasks and elements ordered into appropriate sequences. Tosti
believed that performance measures should be generated for each element
determined in the task analysis. He stressed that the type of perfor-

mance measure appropriate for each task element depends on the level of



mastery required. Each element in the task statement should be weighted
according to one of four levels.

1. Information recalled or skill performed from memory.

2. Reference materials needed to perform activity.

3. Information or skill not mandatory but generally known by job
incumbents and, therefore, viewed as enrichment.

4, Information or skill not necessary.

Job Description

Drucker (8) stated the first step in preparing a job description is
to develop a clear statement of the major job features. Broad areas of
responsibilities should be defined as actually performed in practice.

Berenson and Ruhnke (9) stated that many practitioners have consid-
ered job descriptions essential to the effective management of the
business enterprise. They further added that the phrase, job description,
must be defined to maximize usefulness because of the difference in inter-
pretation by various people. Job descriptions are written reports outlin-
ing the duties, responsibilities, and conditions attendant to the work
assignment. A commonly used form contains the title of the job and state-
ments of basic functions, scope, duties, responsibilities, organizational
relationships, authority 1imits, and criteria for performance evaluation
(9).

‘Levinson (10) indicated before performance standards can be estab-
lished a job description should define the job in terms of specific
responsibilities. Standards should represent an agreement between super-
visor and subordinate concerning exactly what results will be considered
satisfactory with regard for the quantity and quality of the work, the

amount of time needed to do the job, and the experience required.
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According to Morgan (11), the first step in the development of stan-
dards of performance is an analysis of the particular job in question.
Before standards can be set, a description should exist that defines the
job in terms of specific responsibilities and outlines the what, why, and
how of duties to be performed by the worker.

Williamson (12) stated that the job description is the foundation
for a successful performance appraisal system. Upon it, standards of
performance are built.

According to McDougle (13), the job description, replete with stan-
dards of performance, can be used by management to measure employee per-
formance. The key components of a good job description are as follows:

position title and classification;

proposed duties and responsibilities;

skill, abilities, and special knowledge;

types of supervision the position entails;

working conditions, especially any that might be unusual;

qualifications including education and work experience;

full-time or part-time, permanent or temporary position;

recommended salary or salary grades and other allowances, if any;

expected communication with other groups, such as the general public,
staff in other departments, government officials, etc.; and

required type of personal judgment, initiative, or resourceful-
ness (13).

The job description aids in the development of worker qualifications,
orients new employees to basic duties and responsibilities, and becomes
the basic document in developing performance standards. It details the
functions or tasks to be performed, whereas the performance standards

define how well the job is to be done (13).



According to Dombroski (14), performance tasks should be identified
precisely and grouped into individual job descriptions. After listing
and grouping tasks into job descriptions, specific outlines should be
designed including a time factor for each of the employees. The employee
should know exactly how time should be spent on the job. He concluded
that this system would not be effective in improving performance without

setting standards for each task.

Criteria

Horst (15) contended that criterion is the measure of success or
failure in an activity. Ghiselli (16} defined criterion as any attribute
or accomplishment of the worker that can be used as an index of service-
ability or usefulness to the organization.

Ghiselli (16) believed criteria to be multidimensional. Dimensions
are unlikely to be equally important and should be weighted differen-
tially by some method that does not assume a general factor of success.
Dimensions that constitute criteria may change as a result of experience.

According to Guion (17), a broad and useful definition of a criterion
is behavior or the consequence of behavior which one wishes to predict.
Guion found 81 percent of the published studies on job performance
utilized rating criteria.

Dunnette (18) emphasized that the development of reliable and valid
job criteria is one of the most challenging and desirable objectives in
management. He stressed the need for developing job behavior descriptions
to establish relationships between specific job behaviors and global

dimensions of success.
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Bellak (19) believed that any performance appraisal system must meet
at least three major criteria for success:

participation of all employees in development of the appraisal
program and commitment to success;

understanding all objectives and purposes of the rating program
and acceptance of the factors chosen to measure performance; and

inclusion of union leaders in each stage of the plan's development.
These criteria are best met by a result-oriented performance planning
approach that eliminates the grounds for many complaints about performance
appraisal.

Schiller and Behn (20) contended that criteria may be stated in terms
of process or outcome. Process criteria delineate activities that should
be undertaken to fulfill an objective and can be used to assess perfor-
mance. Outcome criteria define a desired state, condition, or behavior

that should result from an activity or process provided by an individual.
Sources of Criteria

Lawshe and Balama (21) suggested the four sources of performance
criteria in order of preference are job sample, production, personnel, and
subjective rating and gave definitions for each.

Job Sample Criteria

A portion of the job standardized to the extent that everyone
undergoing evaluation performs identical tasks during observation
and scoring.

Production Criteria
An objective measure of output which may be either positive or
negative. :

Personnel Criteria

Behavioral records that are neither of a job sample type nor a
production type, but rather the kinds of behaviors that usually
are recorded in personnel files.



Subjective Judgment Criteria

Merit ratings that are part of an on-going program or a special

rating for research use (21).

Blumenfeld stressed (5) that although subjective rating is the least
desirable of the four defined sources, these criteria are the most fre-
quently used because of non-availability or inadequacy of the first three.
He believed that the researcher/practitioner should be convinced that the
first three sources of criteria are not available in satisfactory form
before resorting to subjective criteria ratings. He concluded that these
ratings are less satisfactory than job sample, production, or personnel
criteria ratings. The reason is that, as a general rule, the more objec-
tive the criterion, the better; and ratings are, by definition, subjective.
According to Schiller and Bartlett (22), criteria for evaluations should

be stated in terms that are reliable, understandable, measurable,

behavioral, and achievabie (RUMBA).
Performance Standards

According to Barnes (23), Mundel (24), and Niebel (25), each United
States firm uses its own performance standard or adopts an index to
enable comparison on a standard scale of different types of production

outputs.

Definitions

Rowland (26) defined performance standards as "written statements of
conditions that will exist when a job is being well done." He stressed
that encouraging performance beyond the mediocre is the key in developing
and writing performance standards. Zollitsch and Langsner (27) stated

that objectives are job performance standards upon which the employee is



10
to be evaluated. They believed that standards are synonymous with objec-
tives. Reid (28) defined job standards as a projected job result which
indicates satisfactory performance. Morrisey (29) defined a job standard
as a "gauge of effective performance in achieving objectives." Simpson
(30) described performance standards as “"desirable results, both strategic
and tactical, that will govern for the duration of the defined job under

a particular supervisor."

Purpose of Standards

According to Fine and Wiley (31), performance standards are the
criteria against which the results of an employee's tasks are assessed.
Specification of performance standards is essential from the viewpoint of
both the employee and the department. Certain types of tasks, particularly
at the unskilled level, may be highly prescribed and require little dis-
cretion regarding performance standards; consequently, these standards
should be identified clearly as non-discretionary. The employee needs to
have a clear idea of the basis upon which performance will be evaluated.
Departments need performance standards because they allow coordination of
an individual employee's work results with departmental objectives.

Frederickson, Hermann, and Kubala (32) found performance standards
used for the following purposes: determining job proficiency, promotion
qualifications, retainability in a duty position, obtaining diagnostic
data, redesigning a training program, and establishing human performance

reliability.

Setting Performance Standards
Allen (33) insisted that personnel participation is the key to

acceptance of standards. Performance standards may be technically perfect
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but practically useless unless both are understood and accepted. He
further stated that if people are given an opportunity to contribute
ideas in setting standards they will tend to accept them realistically
and work in accordance. If the standards are developed and applied
arbitrarily, however, the natural reaction is resistance.

Allen (33) believed the development of performance standards can be a
creative contribution to the company's survival and profitability or can
be a waste of effort and even 2 detriment to accomplishment. According to
Allen, much depends upon recognition of three cardinal elements:
psychological factors, balance of individual and group needs, and stan-
dards for both methods and results.

Butler (34) stated that understanding and agreement between super-
visor and subordinate are essential before standards can be set. 'when
subordinate and supervisor jointly set performance standards, the results
will be challenging and realistic because both have shared in the develop-
ment. Haynes (35) concurred that an effective performance discussion
should result in agreement between supervisor and subordinate on what is
to be done and commitment on the part of the subordinate to carry cut the
agreed upon action. Charles (36) found that various performance evalua-
tion programs failed due to the fundamental errors of performance standards
not acceptable to line managers and their subordinates, inadequate super-
visory training in the use of the review system, and the system not geared
to personality traits.

According to Allen (37), managers often avoid setting standards
because of insecurity in establishing the difference between excellence
and mediocrity in the work for which they are responsible. He said a

second reason managers avoid setting standards is fear that their own
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deficiencies will be revealed. Allen (37) stated performance standards
will be virtually useless in practice unless understood and accepted by
people who are accountable. Workers will accept standards for their own
work most readily if they participated in the development.

Schaffer (38) believed managers avoid establishing standards because
they may expose their own uncertainties, weaknesses, and inadequate knowl-
edge. More modest expectations reduce all these risks and the possible
embarrassment of setting ambitious goals and failing to reach them.
Connellan (39) believed that if subordinate and supervisor do not agree
specifically on what constitutes the subordinate's job, in terms of
results, poor performance may result not from the subordinate's weakness
on the job but rather from a lack of understanding of the job.

Scheel and McClusky (6) maintained that one of the most important
principles in establishing standards of performance is involving the
employee in the development stage. This participation ensures that the
employee is active in the establishment of job criteria and evaluation
and management understands the employee viewpoint of the particular job.
The amount and method of employee involvement will vary according to the
background and responsibility of the group for which the standards are
being developed. Employees who have difficulty expressing themselves in
writing will be thwarted if this is the mode of involvement used. They
concluded that concern should be focused on employee involvement through
dialogue and discussion (6).

Steiﬁmetz and Todd (40) contended that many supervisors fail at set-
ting performance standards because they do not specify job duties in terms
of the quantity of work required with no ambiguity, make clear the

quality of work expected, set time schedules, and establish budgetary
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constraints. They asserted that several work rules should be established
in setting performance goals. Performance goals must be concrete because
employees resent not knowing what is expected, particularly if they cannot
measure the results of their work. Inability to attain a particular goal
is demoralizing and frustrating to employees. Commitment requires that
performance goals be established formally between the supervisor and
employee. According to Hoffman (41), the manager should be aware of three
program assumptions for full implementation of a job standards program:

a manager has a right to demand or expect satisfactory performance from
an employee, standards are not the only method of evaluating job perfor-
mance, and standards normally are set for the job instead of the person.

Abernethy (42) emphasized that the concept of human resource manage-
ment and individual involvement demands effective communication between
employees and management. The growing legal implications of performance
documentation have contributed to the change in appraisal to an accom-
plishment centered and improvement oriented approach. This system forces
open communication between supervisor and employee and ensures that

evaluations be supported by facts.

Development of Standards

Thompson and'Da1ton (43) advocated the establishment of goals and the
subsequent comparison of performance against these goals. They cited the
advantages of an objective focused approach in performance appraisal:
employees are compared with their own objectives, rather than with their
peers; attention is aimed at future performance rather than past; and
flexibility is permitted for both the supervisor and subordinate to set

goals which they consider challenging and realistic.



14

Salvendy and Seymour (44) found qualified workers to have the neces-
sary physical attributes and possess the required intelligence, education,
and necessary skill to meet satisfactory standards of safety, quantity,
and quality. They (44) emphasized that performance standards can be
established using a variety of techniques. Some of the commonly used
techniques follow.

Time Study

Recording the elements and rates of work for a specified job under

specified conditions.

Synthetic Times

Synthesizing the time required to perform a job at a defined level

of performance by summing element times obtained previously from

time studies on other jobs containing the same elements.

Predetermined Motion Time Study (PMTS)

Using times established for basic human motions, classified

according to the nature of the motion and the condition under

which it is made, to build up the time for a job at a defined

level of performance.

Rated Activity Sampling

Describing a job by listing the elements and making an effective-

ness rating of the work elements.

Physiological

Assessing work standards by establishing the physiological cost

associated with performing a job.

Salvendy and Seymour further stated that no clear-cut evidence is avail-
able to indicate which of the five techniques is preferable.

According to Beyer and Buchanan (45), many of the standards which can
be used as a basis for comparison in measuring quantity, quality, and
value do not exist in pre-established form. No textbook or manual
specifies a standard cost per patient day, staffing ratio, or method of
food preparation. Standards, such as these, must be based upon profes-
sional judgment, procedures commonly accepted in the industry, or experi-

ence which combines the broadest and most representative range of data
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appropriate for each particular health care facility. Most standards,
therefore, must be developed individually for each operation.

Connellan (39) believed that standards could be developed from a
combination of sources. He cited the possible use of a job flow chart in
which each block represents a step in a job procedure. His illustration
was a flow chart for a mailroom clerk handling outgoing mail. Also,
standards could be established for the correct amount of postage and use
of zip codes. On such a chart, job standards might relate to the {ime
between receiving outgoing mail in the mailroom and delivering it to the
United States Postal Service. Further use of flow charts in developing
standards is to base job behaviors upon a matrix analysis. The phases of
the job as shown on the chart can be assigned to individual personnel
within the department. For each job phase, a standard could be estab-
1ished based on the time required to send mail from one department to
another or the average number of pieces of mail handled per man-hour.

Another possibility for developing information regarding job stan-
dards is to use engineering type job standards. Most manufacturers use
some type of standard for production jobs in which specific elements are
jdentified. The sum of the completion times for each element determines
the appropriate amount of time required for the entire task. Connellan
stated further that since the mid 1960's industrial engineers have been
employed in the health care field to determine the number of meals on a
cart to maximize the number delivered in a given period with maintenance
of minimum temperature.

Simpson (30) purported the key to effective standards is the caliber
of the dialogue and agreement between the people involved. Several

important steps should be followed in developing standards: start with a
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position description and review the overall purpose of the job; discuss in
detail the level of authority applicable to each responsibility or duty;
and discuss, develop, and write the performance standards. Simpson also
contended that the number of standards developed for a particular job
would depend on the level, scope, and complexity of the duty. The amount
of time to develop and write standards would reflect the scope and com-
plexity of a specific job. He concluded that the higher the Tevel in an
organization that standards can be introduced the better. Each employee's
performance standards will be developed from those of the immediate
superior as a guideline. '

Schwartz (46) stated that the value of performance measurement is
improved when actual performance can be compared to a standard. Accurate
standards can provide as much as 10 percent or more potential for perfor-
mance improvement. The standards should be audited periodically to assure
validity.

Steinmetz and Todd (40) suggested one way to establish performance
objectives for an employee is to make a job performance grid that would
have as ordinates the quantity, quality, timeliness, and cost of the job
which is expected to be performed. The abscissa of the grid would be the
minimum requirement and average expected, maximum probable, and actual
performance.

According to Hoffman (41), more emphasis should be placed on the
standards for satisfactory performance. Managers continue to write
objectives as statements of "especially competent" or "superior" perfor-
mance and fail to communicate what constitutes satisfactory performance.
Above satisfactory performance is difficult to determine if there has

been no attempt to specify a satisfactory level.
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According to Gammuto (47), a basic need in technology is the estab-
lishment of minimal acceptable performance standards (M.A.P.S.) to measure
worker performance. The method for establishing a standard measure of
competency employs common sense and a systematic method for developing an
instrument for comparison purposes. Gammuto cited the rationale for a
M.A.P.S. program as reward, employee development, self-analysis, and
supervisory analysis.

Latham and Locke (48) found that goal setting increased the lTevel of
production 19 percent in the timber harvesting industry. Introducing a
goal that is difficult, but attainable, increased the challenge and
clarified for the worker the expectations of the job. Goal feedback via
task completion and weekly record keeping provided the worker with a sense
of achievement, recognition, and accomplishment. They suggested that goal
setting will produce the best results when the goal is specific and
challenging, yet reachable, and a time 1imit for accomplishment is estab-
1ished. Latham and Locke identified five means of determining goals for
an individual: time and motion studies, standards based on average past
performance, subjective judgments, external constraints dictated by legal
regulations and union agreements, and organizational goals set by upper
management.

Alexander (49) believed that the first step in any performance
management system is to review the major impact or accountability areas
for each job. Impact areas include sales volume, production costs, work
force productivity, quality and accuracy of output, meeting deadlines, or
developing subordinates which are measurable indicators. The key to
effective performance evaluations is to isolate the four or five major

impact areas and set priorities that the supervisor and subordinate have
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determined as primary in representing 70 to 80 percent of the job.
Experience has proven that the attempt to measure the remaining 20 to 30
percent of the job could make the performance management system unwieldy
and costly. Alexander concluded that an effective performance evaluation
system cannot be made dependent upon a single annual evaluation. Reviews
should be conducted three or four times a year which encourage communica-
tion between supervisor and subordinate and provide the necessary flexi-

bility to deal with changing resources, conditions, and objectives.

Standardization of Conditions

Osborn stated (50) that real world, hands on, performance testing
cannot be used to evaluate job performance when conditions in the job
environment are extreme. The issue of standardizing test conditions is
important because of the possibility of the same tests being given at a
number of locations as part of an evaluation program.

The requiremenf of standardized test conditions has been viewed as
troublesome by Asher and Sciarrino (51) because variations in on-the-job
performance are due to complex stimulus-response interactions. The
evaluation of any job performance must consider the interactions of
individual and situational determinants of behavior. Frederickson et al.
(32) stated an adjunct of a job description essential for developing
training and testing programs is the performance objective which has the
following three parts: statement of the task to be performed, standards

of performance, and conditions under which the task must be performed.

Types of Performance Standards
According to Fine and Wiley (31), the most effective standards are a

combination of descriptive and numerical elements which have been arrived
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at mutually by the worker and the supervisor. Descriptive standards that
are generally nonspecific and subjective are performance criteria.
Numerical standards are objectivg.performance criteria which require no
interpretation. Both descriptive and numerical performance standards are
needed and complementary to each other.

Hoffman (41) described two basic types of performance standards as
dynamic and static. A dynamic standard usually changes from one time
period to the following; a static standard remains constant. The quanti-

tative measure for either standard is a number, percentage, or date.

Preparation of Job Standards

Fine and Wiley (31) stated that task statements are the fundamental
module or unit of job design, performance, and management. They indicated
that five questions can determine whether a task statement contains the
necessary information and be interpreted consistently by supervisors,
trainers, and personnel officers: who, what action, what immediate results,
what tools or equipment, and what instructions. Hoffman (41) cited the
key objectives to follow in writing a job standard are to state desired

results and determine quantitiative measures for expected performance.
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DEVELOPMENT OF MAJOR RESPONSIBILITIES AND PERFORMANCE STANDARDS
The Organization

Approximately 4,100 students are housed in 10 residence halls on the
campus of Kansas State University (KSU). Three residence halls are served
by Kramer Food Center, a complex of four by Derby Food Center, and three
known as the Strong Complex have self-contained foodservices. Adminis-
tratively, the three Strong Complex foodservices are considered one unit,
thus making a total of three campus foodservice units.

The three foodservice units are under the jurisdiction of the Asso-
ciate Director of Housing and Director of Foodservice. Foodservice person-
nel include a professional staff of 10 registered dietitians including
three unit managers, approximately 120 full-time employees classified under
the Kansas personnel system, and 250 student employees. One of the unit
.managers was the leader in this study and also a member of the associated

review committee which consisted of the leader and two faculty members.
Employee Performance Evaluation

An annual performance evaluation for classified employees is required
by the merit system of the Kansas Division of Personnel Services. Prior
to the introduction of standardized forms by the Division of Personnel
Services of the State of Kansas Department of Administration, job descrip-
tions designed by each of the foodservice unit managers had been used as
the basis for employee evaluation. The job description format for all
units consisted of the following five sections; summary, responsibilities,

demands, qualifications, and relationships. This form was superceded in
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1979 by a Position Description (DA 281-2) and a Standards Form (DA 229)
mandated by the State of Kansas, Division of Personnel Services (Appendix
A).

The new Position Description Form (DA 281-2) encompasses the essen-
tials of the previous job description form in separate sections. The
Position Purpose on DA 281-2, Section A, includes the rationale for the
duties in the job summary section of the old form. Duties and responsi-
bilities, Section B, on the new form replaced the job responsibilities and
job demands sections. Section C, minimum gqualifications, on the new form,
replaced qualifications on the old job description form. The major
difference in the DA 281-2 form was the addition of the approximate
percentage of time spent on each duty and the degree of responsibility
required. These duties and responsibilities subsequently became the major
responsibilities detailed for each employee on a Performance Standards
form (DA 229). A weight expressed in percentage of time for each major
responsibility is required on DA 229. Also, a column is reserved for
listing performance improvement goals by the employee for each responsi-
bility prior to the evaluation conference. The new evaluation system for
classified employees is based on the assumption of collaboration between

the supervisor and the employees.
Phase I. Development of Major Responsibilities

The initial phase of this study was an examination of the use of the
new Kansas employee evaluation forms in the Kansas State University Resi-
dence Hall Foodservice units; viz Derby, Kramer, and Strong Complex.

Since each foodservice unit manager completed the new position description

and standard forms based on the old forms under time pressure without
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coordination between the units, uniformity was not achieved. The objec-
tive of the study, therefore, was the development of a methodology for
devising uniform performance standards for classified employees in the
residence hall foodservice units in accordance with the reporting require-
ments of the State of Kansas, Department of Administration.

The study was Timited to the development of position descriptions
and standards for Foodservice Supervisors I in food production and Cooks
II in all residence hall foodservices. Five Foodservice Supervisors I
(one each in Kramer Food Center and the Strong Complex Foodservices and
three in Derby Food Center) and nine Cooks II (three each in Derby, Kramer,
and the Strong Complex Foodservices) are employed in the residence hall
system. In addition, since the Foodservice Supervisor I and Cook II are
linked by responsibility, performance standards set by them with the unit
managers could be used as a guide for developing standards for subordinate
positions.

Responsibilities for Foodservice Supervisor I and Cook II have been
defined by the Division of Personnel Services of the state of Kansas (53).
A Foodservice Supervisor I is responsible for supervising subordinates in
the performance of routine kitchen and dining room tasks, taking inven-
tories, conducting inspection of food and equipment, maintaining records,
and supervising preparation of food. Work is reviewed by a higher level
Foodservice Supervisor or an administrative superior through inspections,
conferences, and reports with allowance for independent judgment and
action (53).

Cook II responsibilities involved supervising and participation in
the preparation of a large volume of meat, vegetables, and other foods and

individually performing the most difficult cooking tasks. Also, work may
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involve preparing menus and ordering supplies. Supervision is exercised
over subordinate cooks and foodservice workers. Work is reviewed by a
Foodservice Supervisor or other administrative superior through inspec-
tions, conferences, and reports with the same latitude allowed supervisors
{53).

Prior to this study, the duties and responsibilities for both posi-
tions as listed in Section B of the Position Description Form (DA 281-2)}
by each unit manager had been submitted to the KSU Personnel Services on
the Performance Standards Form (DA 229) as major responsibilities. The
recorded information was based on the separate position descriptions for
Foodservice Supervisor I and Cook II as previously used in the three units
of the residence hall foodservices (Appendixes B and C). The number of
major responsibilities on the Performance Standards Form (DA 229) for
Supervisors I was nine for Derby, six for Kramer, and eight for the Strong
Complex. For Cooks II, the number was nine for Derby, five for Kramer,
and eight for the Strong Complex.

The three unit managers met for the purpose of securing uniformity
and hopefully reducing the number of major responsibilities for each posi-
tion. Following a discussion, a consolidated 1ist of six major responsi-
bilities for each of the two positions was accepted by the unit managers.
The study leader brought the revised statements to the review committee
for approval or possible revision. The review committee revised the
statements to make them more concise and measurable (Appendix D). The
unit managers approved the revised six major responsibilities for each
position. Six concepts were involved in the development of major
responsibilities and those for Foodservice Supervisors I and Cooks II

were identical except those for Cooks II were for a lower level of
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management. The basic areas of major responsibilities were food produc-
tion, maintenance of equipment, storage and handling of food, employee

training, personal hygiene, and work habits.

Phase II. Development of the Questionnaire

Related Tasks

A list of tasks usually performed by Foodservice Supervisors I and
Cooks II was compiled by the study leader from previous research by Lamb
(54) and a review of literature. These 1lists were reviewed by the unit
managers to assure that the tasks fairly represented the duties of the
employees in the two positions. The review committee eliminated redundancy
and reworded the statements in behavioral terms; subsequently the two
lists of tasks were approved by the unit managers. The list of task
statements consisted of 43 items for Foodservice Supervisors I and 38 for
Cooks II. The relationship of these tasks to the responsibility state-
ments was verified later by a questionnaire submitted to the appropriate

employees.

Draft Questionnaires

Separate draft questionnaires were developed for the two positions.
Each consisted of two sections: the first sought background information
including name, present position, and length of time in present position;
and the second consisted of task statements to be rated for importance
and time consideration. Although separate questionnaires were developed
for each position, the rating scales were identical. Each employee was
requested to indicate the importance of each task statement with respect

to the present position on Scale A and the frequency with which each task
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is performed on Scale B. The two scales, which were adapted from Lamb
(54), used for the initial draft of the guestionnaires were as follows:

Scale A Importance
Essential
Very important
Fairly important

Of minor or no importance
Not a responsibility

AW~
Wowuwnn

Scale B Time Consideration

Constantly
Frequently
Occasionally

Not at all

Not a responsibility

gL, wnn —
monn nn

The study leader pretested the draft questionnaires with two food-
service supervisors in the Manhattan public school system and four cooks
in the K-State Union foodservice. Instructions explaining the purpose of
the study were presented orally and a written copy was given to each
participant. Supervisors and cooks were asked to complete the question-
naires and add comments on the suitability of the task statements in the
space provided. The respondents indicated the instructions and items were
clear and relevant. One criticized task statement for Supervisor I was
deleted, thus the total number was 43 for Supervisor I and the 38 for

Cook II were not changed.

Final Questionnaires

Rating scales were revised after the pilot test. Cooks and super-
visors were asked to review each task and indicate if it was their respon-
sibility; thus, "not a responsibility" was removed from both scales and
"not at all" deleted from the time consideration scale. As a result, the

importance scale was reduced to four items and time consideration to
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three. The time consideration scale was reverse ordered to preclude selec-
tion of the same number on both scales. The final rating scales were:

Scale A Importance
Essential
Very important

Fairly important
Of minor or no importance

W —
wn un

Scale B Time Consideration

3 = Constantly
2 = Frequently
1 = Occasionally

The questionnaires were reproduced on Department of Housing letter-
head with the Kansas State University logo on the cover page (Appendixes
E and F). The questionnaires consisted of six pages for the Foodservice

Supervisors I and five for Cooks II.
Phase III. Data Collection from Employees

Instructions for completing the questionnaire were prepared for oral
presentation to the foodservice employees in residence hall foodservices
selected for the study (Appendix G). The study leader administered the
Foodservice Supervisor [ questionnaire to the three supervisors in Derby,
one in Kramer, and one in the Strong Complex. A similar procedure was
followed for the administration of the Cook II questionnaire to the three
cooks in each of the three foodservice units. The study leader remained
present for assistance during the completion of the questionnaires.
Information on the respondents is shown in Table 1.

The five Foodservice Supervisors I were in agreement that the 43 task
statements represented their responsibilities. The Cooks II in the Derby
and Kramer units agreed that the 38 task statements listed on the question-

naire represented their responsibilities, but those in the Strong Complex
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Table 1: Data on foodservice supervisors and cooks completing question-

naire
Foodservice
Supervisor I Cook II
N N
foodservice unit
Derby 3 3
Kramer 1 3
Strong 1 3
years in present position
less than six months - 1
3 yrs. - 1
7-10 yrs. 4 -
11-15 yrs. 1 6
over 15 yrs. - 1

unit indicated that some tasks were not part of their jobs. In conference
with the review committee, the study leader was directed to discuss the
discrepancies with the managers at Derby and Kramer. The three unit
managers unanimously agreed that all 38 task stateménts were responsibili-
ties of Cooks II and ascertained that the differences were due to the
presence of student dietitians in the work area at Strong Complex.
Following an explanation that the responsibilities did not transfer to
student dietitians, the Cooks Il in the Strong Complex foodservice unit
agreed that all 38 task statements were their responsibilities. Accord-

ingly, these cooks were asked to rate those tasks again.
Phase IV. Development of Performance Standards

Unit managers were given copies of both questionnaires and 1lists of

major responsibilities and requested to categorize the task statements
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for each position by the relationship to the six responsibilities. Upon
reviewing the results, the study leader discovered some differences and
convened a meeting with the other two unit managers at which agreement was
reached on all the categorizations (Tables 2 and 3), except for the task
statement, "Report food shortages or equipment malfunctions promptly."

The review committee found that this one item on each of the question-
naires related to two different responsibilities and, therefore, could
not be singly categorized. The statement on the supervisor's question-
naire was number 35 which was divided into 35a and 35b, and number 9 on
the cook's questionnaire became 9a and 9b. Task statements 35a and 9a
were categorized as related to Major Responsibility 1 pertaining to food
production and 35b and 9b to Major Responsibility 2 concerning care and
operation of equipment.

At the time of the initial submission of standards form (DA 229},
performance standards were written in a column parallel to Major Responsi-
bilities. After the accomplished breakdown of the Major Responsibilities
into task statements, the development of performance standards linking
the responsibility and task statements was the next logical procedure.

The managers studied the performance standards which had been submitted
previously from the supervisors and cooks in the three foodservice units
on form DA 229 for possible use. Consensus on the standards was reached
during one conference of the unit managers. The number of standards
developed and related tasks within each of the major responsibility areas

are as follows:



Table 2: Classification of task statements for Foodservice Supervisor
I, KSU Residence Halls

responsibility 1

no. major responsibility task no.

1. Plan, direct, coordinate, 1,3,5.6,7,8,10,12,13,
and control food produc- 15,17,18,21,22,23,24,
tion to assure quality. 25,26 ,28,32,33,34,354

2. Instruct and supervise 35b, 41

the care and operation
of equipment by using
established procedures.

3 Direct the storage and 30,36
handling of food in a
safe and sanitary manner
using established

procedures.

4. Train employees to use 2,4,9,11,19,27,31,37,
food production 42 £
principles.

5 Use good grooming 38

practices to maintain
high standards of
personal hygiene.

6. Exhibit good work 14,16,20,29,39,40,43
habits.

]Task no. refers to item in survey instrument (Appendix E). Tasks
were classified by Kansas State University Residence Hall foodservice
unit managers.



30

Table 3: Classification of task statements for Cook II, KSU Residence
Halls

responsibility 1
no. major responsibility task no.

1. Produce quality food by 1,4,5,6,7,8,92,13,16,20
using appropriate methods 22,23,24,25,26,27,34,35
and coordinating with
service.

2. Maintain equipment and- 9,10
work areas in a safe and
sanitary manner by using
established procedures.

3. Store and handle food in 30
a safe and sanitary
manner using established
procedures,

4, Assist in training 2,14,15,19,28,29,32
employees using formal
and informal instruction
to use food production
principles.

5. Use good grooming
practices to maintain
high standards of
personal hygiene. 31

6. Exhibit good work 3511, 12,17,18.21.,33 35,
habits. 37,38

]Task no. refers to item in survey instrument (Appendix F). Tasks
were classified by Kansas State University Residence Hall foodservice unit
managers.
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Supervisor 1 Cook 11
no. of no. of no. of no. of
Area of Major Responsibility standards tasks standards tasks
1. Food Production 8 23 7 18
2. Maintenance of Equipment 3 2 2
3. Storage and Handling of Food 3 2 3 1
4. Employee Training 3 9 4 7
5. Personal Hygiene 3 1 3 1
6. Work Habits 9 7 8 10

In Tables 4 and 5 the detailed standards and related task statements are

shown.
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Table 4:

Relationships of tasks and job standards within responsibilities

of Foodservice Supervisor I, KSU Residence Halls

responsibility

standards

tasks

1

1.

Plan, direct,
coordinate, and
control food
production to
assure

quality.

1

Check recipes for
accuracy {100% of
the time).

Assure that production
sheets are prepared two
days prior to service,

giving specific instruc-

tions for quantities
(in batch sizes) to be

prepared, pre-prep work,

cleaning, the use of
backup items, and all
other required informa-
tion so that all items
on the menu are avail-
able during meal ser-
vice (95% of the time).

See that all food jtems
needed are available
one to two days prior
to preparation.
Requisition items
needed one day in
advance (100% of the
time).

18.

21.

3Z.

35a.

Review recipes for
accuracy.

Determine recipe
yields.

Use basic arithmetic
procedures and prac-
tices.

Direct employees in
use of standardized
recipes for all food
production.

Supervise food pro-
duction processes.

Keep accurate records
for future informa-
tion.

Prepare written work
schedules that facili-
tate food production.

Gather information
regarding food usage
and wastage.

Ensure proper backup
food items to meet
unexpected production
demands.

Compile inventories
and other aperational
data.

Promptly report food
shortages.

Task no. refers to item in survey instrument (Appendix E).
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Table 4: (cont.)

responsibility

standards

tasks

Ensure food products
meet established
standards.

Meet the demands of the
meal schedules (e.g.,
students do not wait in
cafeteria line more than
3 minutes).

Direct work to flow
smoothly between person-
nel and equipment (95%
of the time).

Taste-test all food
and maintain at
proper temperature.
Spot check quality
and appearance of
items throughout pre-
paration and service
(95% of the time).

7. Improve standards of
food production.

25. Check portion
control.

10. Direct the prepara-
tion and delivery of
food to service.

13. Determine daily
priorities in use of
time, equipment, and
personnel.

22. Apply the techniques
of work simplifica-
tion to improve work
flow.

34. Plan smooth flow of
work to utilize effec-
tively personnel and
equipment.

3. Check food for
quality, temperature,
and appearance.

23. Check the quantity
and quality of food
items before scheduled
preparation times.

24. Test menu items for
taste and appearance.
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storage and
handling of
food in a safe
and sanitary
manner using
established
procedures.

is held at 140°F. or
above; cold food is
held at 45°F. or below
(100% of the time).

Table 4: (cont.)

responsibility standards tasks
Conduct daily depart- 26. Assign work to
ment meeting on next employees.
day's preparation; see : .
that employees under- 28. Communicate with

: other departments

stand work assignments abeat Fasd nreperas
and methods of service tion demandg P
(90% of the time). :

33. Conduct daily depart-
mental production
meeting to ensure
effective communi-
cation.

Instruct and Report equipment 35b. Report equipment
supervise the malfunctions or damages malfunctions promptly.
care and opera- on FS Form 5 and sub-
tion of equip- mit to dietitian
ment by using (100% of the time).
established
procedures.
Oversee that working 41. Use and maintain
areas and equipment equipment in a safe
are cleaned after use, and sanitary manner.
following established
procedures (90% of the
time).
Instruct and super-
vise all new employees
on proper operation
and cleaning of equip-
ment within six weeks
after employment.
Direct the Assure that hot food 30. Check temperature of

food being prepared
and served.
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Table 4: (cont.)

responsibility

standards

tasks

Check and instruct
lower classified
employees that all
food is properly
covered and stored
during preparation
or while away from
production area.

Make sure leftover food

is correctly labeled
and refrigerated,
frozen, or placed in
dry storage 30 minutes
after service in
proper containers

(95% of the time).

36.

Instruct employees in
proper sanitation
policies and proce-
dures.

4. Train employ-
ees to use
food produc-
tion princi-
ples.

Assist DRIM students
in clinical experience
willingly.

Assist in updating
job descriptions;
counsel, prepare, and
give lower classified
employees' perfor-
mance evaluations.

< F

18;

27.

42.

Assist in helping
dietetic students as
needed.

Collect specific
information for use
in performance
evaluations.

Assist in updating
job descriptions.

Evaluate department
personnel.

Provide counseling/
progress instruc-
tions to employees.
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Table 4: (cont.)

responsibility standards tasks
Conduct formal and in- 2. Train employees to
formal classes on a 3 perform effectively.
scheduled basis so: L. Inetruct other
1. Employees can ) personnel.
operate all equip- 11. Assist dietitians

ment within 8
weeks after
employment.

2. Employees can use
and apply methods
and techniques of
batch cookery 12-
16 weeks after
employment with a
minimum of super-
vision.

3. Employees know and
use established
procedures of food
storage and handling
within 6-8 weeks
after employment.

with employee train-
ing.

31. Orient new employees.

5. Use good groom-
ing practices
to maintain
high standards
of personal
hygiene.

Follow uniform and 38. Maintain high stan-
grooming regulations dards of grooming
7.8 through 7.9 as and personal hygiene.

ocutlined in Kansas
State University
Residence Hall Food-
service policy book.

Have no offensive
body odor (95% of
the time).

Confine hair with a
net; do not have a
beard or long side-
burns. Keep

mustache trimmed so
it does not extend
below the upper lip
(100% of the time).
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Table 4:

(cont.)

responsibility

standards

tasks

6.

Exhibit good
work habits

Report all on-the-job
injuries or illnesses
to supervisors 100%

of the time. Have no
major accidents/loss of
work or 3 minor acci-
dents during a rating
period.

Maintain a productive
pace. Proceed with
routine work assign-
ments with speed and
accuracy, and with a
minimum of super-
vision (90% of the
time).

Follow absent or tardy
regulations in Chapter
13, paragraphs 8-16,

as outlined in Business
Procedures Manual of
Kansas State University.

Clock in and out as
scheduled; ready for
work. Report illness
or tardiness before
scheduled work time
(95% of the time).

Am a team worker; help
others willingly as
need arises (90% of the
time).

Do not bicker, complain
chronically, make petty
remarks, or use foul
language (95% of the
time).

14, Follow policies and
procedures in person-
nel supervision.

16. Assist in the plan-
ning and service of
special functions.

29. Assign cleaning
tasks.

20. Direct employees to
follow policies and
procedures.

39. Demonstrate high
ethics and leadership
ability among co-
workers.

Give equal consideration
to each employee without
regard to race or sex.
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Table 4: (cont.)

responsibility

standards

tasks

Follow established
procedures for request-
ing sick leave, annual
leave, emergency leave,
discretionary leave,

or any other change in
scheduled work hours.

Know organization
chart and follow the
chain of command.

40.

43.

Follow established
procedures for
requesting employee
benefits.

Recommend changes in
foodservice or pro-
duction procedures
using the chain of
command.
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Table 5:

of Cook II, KSU Residence Halls

Relationships of tasks and job standards within responsibilities

responsibility

standards

tasks

1

: [

Produce
quality food
by using
appropriate
methods and
coordinating

with service.

1

Follow preparation
instructions as stated
on production sheet
and/or on standardized
recipes (95% of the
time).

Taste and evaluate
products; correct

if not meeting
established standard.

Meet food preparation
deadlines by using
batch cooking tech-
niques (100% of the
time).

16.

3.

20.

26.

9a.

28.

Check recipes for
accuracy.

Use basic arithmetic
procedures to calcu-
late recipes.

Prepare production
schedules in absence
of supervisor.

Follow standardized
recipes.

Check food for
quality, temperature,
and appearance.

Rate menu items for
taste and appearance.

Assist in improving
the standards of food
production.

Assist supervisor in
directing work flow
smoothly.

Meet food preparation
deadlines using batch
cooking methods.

Promptly report food
shortages.

Help direct the pre-
paration and delivery
of food to the service
area.

Task no. refers to item in survey instrument (Appendix F).
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Table 5: {cont.)

responsibility

standards

tasks

Assist supervisor by
suggesting proper
utilization of left-
avers (95% of the

Assist supervisor in
utilizing leftovers
properly.

: 13. Assist supervisor in
time). planning proper back-
up items to meet
unexpected production
demands.
24. Help keep accurate
production records.
Make production 27. Conduct daily
assignments in departmental produc-
absence of super- tion meeting in
visor, absence of super-
visor.
Assist in checking 22. Assist in checking
raw. Tood supplies raw food supplies for
one to two days_ next day's menu.
hefore preparation, 34. Check as purchased
food yields against
edible portion yield.
Assist the supervisor 35. Determine daily
to direct work to flow priorities in use of
smoothly between per- time, equipment, and
sonnel and equipment personnel.
(95% of the time).
2. Maintain equip- Follow operating 9b. Promptly report

ment and work
areas in a safe
and sanitary
manner by

using estab-
lished proce-
dures.

directions as
instructed in equip-
ment manuals for
each piece of equip-
ment. Report all
malfunctions of
equipment to super-
visor.

equipment malfunc-
tions.
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Table 5:

(cont.)

responsibility

standards

tasks

Clean area and equip-
ment promptly and
properly after use.

10.

Use and maintain
equipment in a safe
and sanitary manner.

Store and

handle food in

a safe and

sanitary manner

using estab-
lished proce-
dures.

See that all perish-
able food is properly
covered and stored
while away from pro-
duction area more
than 5 minutes.

Label and refrigerate,
freeze or place in dry

storage all leftover
food in proper con-
tainers within 30

minutes after service.

Hot food is held at
140°F. or above; cold
food is held at 45°F,
or below (100% of the
time).

Ensure food is main-
tained at the proper
temperature.

Assist in
training em-
ployees using
formal and
informal in-
struction to
use food
production
principles.

Attend all scheduled
classes to learn

instructional methods.

Assist DRIM students

in clinical experience

willingly.

Assist supervisor in
updating job descrip-
tions and evaluating
other classified
employees.

14,

19.

25,

32

Assist in training
employees to perform
effectively.

Willingly assist in
helping dietetic
students as needed.

Assist supervisor in
updating job descrip-~
tions.

Assist supervisor to
evaluate foodservice
personnel.

Help write performance
behaviors on classi-
fied employees when
required.
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Table 5: (cont.)

responsibility

standards

tasks

Assist supervisor in 15.

training lower classi-
fied employees to:

1. Operate all equip-

ment within 8 weeks 28.

after employment.

2. Use and apply
methods and tech-
niques of batch
cookery 12-16
weeks after employ-
ment with minimum
supervision.

3. Know and use estab-
lished procedures
of food storage and
handling within 6-8
weeks after employ-

Instruct classified
employees in proper
sanitation policies
and procedures.

Assist in new employ-
ee orientation.

ment.
5. Use good Follow uniform and 31. Follow established
grooming prac- grooming regulations uniform and grooming
tices by 7.8 through 7.9 as policies as outlined

adhering to
policies in
order to main-
tain high
standards of
personal
hygiene.

outlined in Kansas
State University
Residence Hall Food-
service policy book.

No offensive body
odor (95% of the
time).

Confine hair in a
net; do not have a
beard or long side-
burns. Keep
mustache trimmed

so it does not
extend below the
upper 1ip (100% of
the time).

in policy book.
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Table 5: ({cont.)

responsibility standards tasks

6. Exhibit Maintain a productive 3. Perform routine work
good work pace. Proceed with assignments with a
habits. routine work assign- minimum of supervi-

ments with speed and
accuracy, and with a
minimum of super-
vision (90% of the
time).

Follow established
procedures for request-
ing sick leave, annual
leave, emergency leave,
discretionary leave,

or any other change

in scheduled work
hours.

Follow absent/or

tardy regulations in
Chapter 13, paragraphs
8-16, as outlined in
Business Procedures
Manual of Kansas State
University.

Am a team worker; will-
ingly help others as
need arises (90% of
the time).

sion.

12. Perform routine work
assignments with
speed and accuracy.

21. Apply the techniques
of work simplifica-
tion to improve work
flow.

33. Make good decisions
in absence of the
supervisor.

38. Communicate in
advance with super-
visor about antici-
pated shortages on
the cafeteria line.

18. Follow established
procedures for
requesting employee
benefits.

11. Assist employees in
other departments
when necessary.
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Table 5: (cont.)

responsibility

standards

tasks

Do not bicker,
complain chronically,
make petty remarks,
or use foul language
(95% of the time).

Clock in and out as
scheduled, ready for
work. Report illness
or tardiness before
scheduled work time
(95% of the time).

Report all on-the-job
injuries or illnesses
to supervisors (100%

of the time). Have no
major accidents/loss of
work or 3 minor accidents
during a rating period.

Know organization
chart and follow the
chain of command.

17. Demonstrate high
ethics and leadership
ability among co-
workers.

36. Maintain effective
written and oral
communication with
employees and manage-
ment team.

37. Delegate duties not
assigned on produc-
tion sheet to utilize
effectively person-
nel.
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DEVELOPMENT OF WEIGHTS FOR MAJOR RESPONSIBILITIES
Ratings of Task Statements

Foodservice Supervisors I and Cooks II were asked to rate the appro-
priate task statements for importance and time consideration. The
importance scale was used to rate the value that each task had for the
supervisors or cooks in their present position. The importance scale was
scored from 1, of minor or no importance to 4, essential.

The time consideration scale was used to indicate the frequency with
which the supervisors or cooks performed each of the tasks. The scale
ranged from 1, occasionally to 3, constantly.

A priority scale was developed to analyze the importance and time

consideration scores simultaneously in a value judgment. A grid (Table 6)

Table 6: Grid for assignment of priority ratingsT

importance ratings

1 2 3 4
time consideration very fairly of minor or
rating essential important important no importance
3 constantly I II ITI Iv
2 frequently I II [11 IV
1 occasionally II L11 IV v

]Priority ratings:

I =5 pts
II = 4 pts
II1 = 3 pts
IV = 2 pts
V=1rpt
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was adapted from that used by Morales et al. (58) and Lamb (54). Weights
were assigned for the priority scores ranging from 1, not a priority, to
5, very high priority. The highest priority weight (i.e., 5) was assigned
if a task was rated essential and the time consideration was either fre-
quent or constant. Conversely, the lowest priority score (i.e., 1) was
assigned to tasks rated "of minor or no importance" and only occasional
time consideration. Intermediate values were assigned to tasks rated
between these two extremes.

Importance, time consideration, and priority ratings for Foodservice
Supervisor I are shown in Table 7 and those for Cooks II in Table 8. Task
statements are grouped within major responsibilities in each position.

Mean priority ratings for supervisors' tasks ranged between 3.00 and
4.78 on the five point scale indicating all tasks were considered to have
medium to high priority. Three of the tasks (nos. 15, 35a, and 35b),
“"compile inventories and other operational data," "report promptly food
shortages," and "report promptly equipment malfunctions” had the highest
priority ratings in Table 7 (mean 4.78). One task (no. 42) "provide
counseling/progress instructions to employees" in the employee training
area had the lowest priority rating for supervisors (mean 3.00).

Mean priority ratings for cooks' tasks ranged between 2.67 and 4.45
indicating tasks were rated "medium" to "high" priority. "“Ensure food is
maintained at the proper temperature" (no. 30) had the highest mean rating
among all the cooks' task statements. The task statement rated lowest (no.
19) by all cooks was in the employee training area, "assist supervisor in

updating job descriptions.”
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Analysis of Reliability of Ratings

Priority ratings were rank ordered for each rater (supervisor or
cook) providing data. Also, mean priority ratings computed from data
provided by all employees at each food center in each job position were
rank ordered. These rankings were for the purpose of computing reliability
among raters and similarity among facilities.

Data on reliability among raters is shown in Table 9. Spearman's
rank order correlation coefficient (55) was computed to examine reliability
among the three cooks at each of the three food centers and among the
three foodservice supervisors at Derby Food Center. Multiple raters for
the foodservice supervisor position were not available at two food centers
(Kramer and Strong Complex).

The Spearman-Brown prophesy formula (57) was used to estimate the
reliability with multiple raters. Data indicated that the measures for
Cooks II were reasonable (rtt ranged from .612 for raters at Strong
Complex to .788 for those at Derby Food Center). The coefficient was .75
among the three supervisors at Derby Food Center, indicating a fairly
high degree of reliability. Since ratings were provided by only one
supervisor at each of the other two centers (Kramer and Strong Complex),
these analyses could not be computed. Based on the estimate from Derby
Food Center, however, the review committee was reasonably confident in
accepting the reliability of the ratings. Therefore, the conclusion was
reached that mean ratings among those providing data from each food
center could be used in further analyses.

The Spearman rank order correlation coefficient (55) also was used
to estimate similarity of ratings among facilities. As indicated above,

the mean priority ratings for all raters at each food center for each task
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were computed and rank ordered for this analysis. In the case of the
foodservice supervisors, data from only one rater were available at Kramer
Food Center and Strong Complex. Data in Table 10 indicate the coefficients

were low, suggesting differences among settings in the task ratings.

Table 10: Comparisons ?f similarity of ratings among the three foodser-
vice centers :

Spearman rank-order correlation

coefficient?
Foodservice Supervisor 13 Cook II4
Derby vs Kramer -.042 .203
Derby vs Strong Complex .046 .338
Kramer vs Strong Complex «3ed .294

]Refer to Tables 7 and 8 for data on priority ratings.

2

3C0rre1ation coefficient computed from rank order of mean priority
ratings of 44 task statements from 3 foodservice supervisors at Derby
Food Center and the ratings of 1 supervisor at each of the other 2
centers.

4Correlation coefficients computed from rank order of mean priority
ratings of 39 task statements; mean of ratings from 3 cooks at each food
center.

Reference: Ott et al. (55).

Proposed Weights for Major Responsibilities for
Foodservice Supervisor I and Cook II
The sums of priority ratings within each major responsibility are
shown in Table 11 for supervisors. These sums for each major responsi-
bility were combined to obtain an overall sum. The percentage of this
overall sum represented by each major responsibility was computed and

also are included in the data presented in Table 11. Mean priority
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ratings were computed from data provided by the three supervisors at
Derby Food Center but data were available from only one rater at the
other two food centers. Similar statistics were computed for data pro-
vided by Cooks II (Table 12).

The percentages for supervisors' major responsibilities ranged from
2.4 for responsibility no. 5, personal hygijene, to 53.6 for responsibility
no. 1, food production, when data from all food centers were combined.
Variation of the percentages among the three centers was only about 2 per-
cent with one exception. On responsibility no. 4, employee training,
Derby supervisors combined ratings represented 21 percent of the total
priority ratings; however, less emphasis was given by each of the super-
visors at Kramer and Strong Complex.

Interestingly, the Kramer supervisor's total priority rating
(z = 158) was substantially lower than those from Derby and Strong Complex
supervisors. The two major responsibilities on which ratings differed
greatly were nos. 1 and 4, food production and employee training.

The pattern of combined ratings from all nine cooks at the three food
centers was similar to that of supervisors with regard to the ratio of
priority weights among the six major responsibilities; i.e., major
emphasis was placed on responsibility no. 1, food production, and the
least emphasis on no. 5, personal hygiene. The percentage for responsi-
bility no. 1, was somewhat lower for the cooks (47.5), however, and the
priority on work habits was substantially higher (25.9) than that of the
supervisors.

The overall sum of priority scores differed somewhat among the three
centers as indicated in Table 12. The cooks at Kramer gave the highest

ratings and those at Strong the lowest. Differences were primarily
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attributable to ratings on responsibility nos. 1, 4, and 6, food produc-
tion, employee training, and work habits.

Proposed weights for each major responsibility for the positions of
Foodservice Supervisors I and Cooks II are shown in Tables 13 and 14,
respectively, along with priority percentages from each of the three food
centers and the overall percentage. These proposed weights were developed
by the review committee based on examination of the data from the reli-
ability analysis and priority percentage data.

The reliability analysis for similarity of ratings among sites pre-
sented in Table 10 indicated situational differences in the task ratings
for the three food centers. When the percentages of priority ratings for
the six major responsibilities were computed, however, the differences
were relatively small. For ease in analyzing data, the priority percent-
ages were rounded to two decimals as shown in Tables 13 and 14.

The priority percentage from personnel at each center differed only
1 percent from the overall percentage with three minor exceptions. As
shown in Table 13, the employee training percentage (responsibility no.
4) differed by 2 percent in two instances (Derby and Kramer). The other
exception was on data from the cooks (Table 14). The Strong Complex
cooks priority percentage rating of the food production responsibility
(no. 1) was 4 percent lower than the overall statistic. The review
committee concluded that these differences practically were not meaning-
ful, even though the similarity analysis indicated situational differ-
ences statistically (Table 10). Therefore, the decision was made to use
the overall percentage as the basis for formulating proposed weights for

the major responsibilities.
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Table 13: Proposed weights for each major responsibility for Foodservice
Supervisor I

foodservice unit

Strong proposed
area of responsibility Derby Kramer Complex overall weights
% %
priorityI
1. food production 532 54 54 54 503
2. equipment care 4 6 4 5 5
3. storage and handling
of food 4 4 4 4 5
4. employee training 21 17 19 19 20
5. personal hygiene 2 3 3 2 5
6. work habits 16 16 16 16 15

£ priority ratings for tasks assigned to each
- major responsibility
priority T priority ratings for all 44 tasks

Overall = % computed from data provided by all 5 supervisors at
the 3 food centers.

2%'5 rounded to 2 decimals; refer to Tables 2, 7, and 11 for
detailed data.

3weights proposed after review of reliability data and % priority
from each food center. Overall % priority data were adjusted to reflect
5% increments for each major responsibility as suggested by the Kansas
State University, Personnel Services.
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Table 14: Proposed weights for each major responsibility for Cook II

foodservice unit

Strong proposed

area of responsibility Derby Kramer Complex overall weights
% 1 %

priority

1. food production 48° 47 43 47 453

2. equipment care 5 5 6 5 5

3. storage and handling

of food 3 3 4 3 5
4, employee training 15 16 17 16 15
5. personal hygiene 3 2 3 3 5

6. work habits 26 27 27 26 25

I priority ratings for tasks assigned to each
% major responsibility

priority T priority ratings for all 39 tasks

Overall = % computed from data provided by all 9 cooks at the 3
food centers.

2%'5 rounded to 2 decimals; refer to Tables 4, 8, and 12 for
detailed data.

3weights proposed after review of reliability data and % priority
from each food center. Qverall % priority data were adjusted to reflect
5% increments for each major responsibility as suggested by Kansas State
University, Personnel Services.
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The proposed weights were based on 5 percent increments for each
major responsibility as recommended by the Kansas State University,
Personnel Services. The proposed weights in the final columns of Tables
13 and 14 are those that will be recommended to the KSU Housing and Food-
service Department as the weights to be used on the standards form

(DA229) for the two positions studied.
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SUMMARY, CONCLUSIONS, AND RECOMMEﬁDATIONS

The primary purpose of this project was to devise a methodology for
developing performance standards for employees in the Kansas State Univer-
sity Residence Hall Foodservice operation. Supportive objectives were to
(a) refine major responsibilities for two job classifications (Foodservice
Supervisor I and Cook 1I), (b) develop performance standards for these two
job classifications, and (c) assign weights to major responsibilities for
these two positions in each of the three units of the KSU Residence Hall
Foodservice operations based on analysis of employee ratings of the impor-
tance and time considerations of various tasks.

Major responsibilities were delineated by unit dietitians for Food-
service Supervisor I and Cook II in the three units of the residence hall
foodservices. Performance standards were developed for each responsibility
by unit dietitians, foodservice supervisors, and cooks.

Task statements within the areas of major responsibility were devel-
oped from previous research and position description information on the
two classifications. These statements were used for constructing a ques-
tionnaire designed to secure input from personnel in those two positions
for the purpose of developing weights for major responsibilities. The
initial questionnaire was pretested and revised. The final instrument
included 44 task statements to be rated by Supervisors I and 39 statements
by Cooks II. Task statements were rated for importance and time consid-
gration using the following scales: 1, of minor or no importance to 4,

essential and 1, occasionally to 3, constantly.
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A priority scale was developed to analyze the importance and time
consideration scores simultaneously. Task statements were categorized
for each of the two positions by unit dijetitians into six major responsi-
bility categories: food production, equipment care, store and handling
food, employee training, personal hygiene, and work habits. Spearman's
rank order correlation coefficient was computed to examine reliability
among raters and the Spearman-Brown prophesy formula was used to estimate

the similarity among raters at the three food centers.

The sums of priority ratings for each major responsibility, the
overall sum, and percentages among responsibility categories were com-
puted. Data indicated that rating patterns were similar for the two job
positions with regard to the ratio of priority weights among the six major
responsibilities.

The priority percentage for ratings from personnel at each center
differed only 1 percent from the overall percentage with only three minor
exceptions. The review committee concluded that these differences were
not meaningful, even though the similarity analysis indicated situational
differences statistically. The review committee recommended using the
overall percentages as the basis for formulating proposed weights for major
responsibilities.

Proposed weights were adapted from these percentages and were
expressed in 5 percent increments. The weights will be proposed for use
by the KSU Department of Housing and Foodservice in the newly implemented
personnel performance evaluation system. The review committee also recom-
mended that the study be replicated to validate the results further.

Also, perhaps additional raters should be asked to evaluate the jobs;

e.g., the staff person to whom the personnel report also might be asked
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to supply ratings. The methodology for this project seems to provide a
systematic, objective process for developing major responsibilities,
performance standards, and weights for the relative emphasis of responsi-
bilities in a given job position. The outcomes of this process yield a

sound basis for an employee evaluation system.
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DA281-2 POSITION DESCRIPTION

Rev 2-79

State of Kansas—Department of Admurustranon Class.

Oivision of Personnel Services Agency No
Posiion No.
Previous No.

Ingtructions: Usa no more than one (1) adaitional sheet of bond paper for further descnoing the posihon and attach current organization chan. Shaw agency name,
poshon number and duly number on additional sheet, ¢ used. Maxe statements simpie, bnel, and compiete. Form must be signed Dy sugenasor and
apponbng authority.

Oistribution: 1—Empiayes; 1—Superaisor:  1—Agency; 1—Diwsion of Personnel Services (Onginai Copy)

PARAT |. items 1-10 are 10 be compiated by e SUDErVISOr Or appoInNtng authornty.
items 11, 12. 13 ana 14 are ‘0 be completed by the appropnate personnel office.

8.  Check belgw:

1 Prasent Class Title Fuil Time Perm Inter
o | Part Time.
2. F Title: 3 Tive of S isor-
3 Waring Tite: 1Q No. of Supervisor's Position:
4. Budget Actiwvity Numper: i“' A J
5.  Agency Name and Numoer: ';i!
1
2|
6 Dms-oﬂ §3| By Appravai  Supr:. Adrmin
Sect 2!
. ’ éépz EMecvve Date:
ity where positon iocated:
cay :13. Augited by: Late:
County: {14 Inventory Recara
' l Leg. FY ______Add Cther

PARTH. The posmon Supensor or other designes of the Appainting Authonty $nail compiele the remaiming sections of the CeSCNDtoN using Numbered stalements
and/or paragraphs in sectuon B8 af Part Il

SECTION A: Pesition Purposs:
Expiain concisely why the duties and responsibiiites assigned o this posihon are essental [0 agency cperahans.

SECTION 8:  Duties and Responsibilities:
instructions: |1)Wummwmmwnmnwdauwmmmmormol duties. (2} Inciude specific data as to
responsibiity for cirection of work of cther empioyees: pesibon numbers and class tties of emoicyees supenised: degree af responsibiity for hunds or acions.
mm.mmwmmm.m.mmdmmwwmmw,mummwu

supenision this position functions, or canversely, how cosely and directly [he pasition $ Supsrvised.
€3
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Duty No. and HOURS OF WORK From: To:
Parcant of Time Duties

i {Use addiboral sneet of bond pager f necessary)
SECTION C:  MINIMUM CUALIFICATIONS:  rEcucahon and Expenence. Cemficates. Licenses. Degrees, Swils required)

SECTION D: CERTIFICATION:
| cartfy that this is an accurate non-fraudulent statement of the major duies and responsibiities of this positon and ts orgarvzationat relatonsnips, and that
IN'S POSILON 13 Necassary t Carry out the govemment funchons for which | am responsible. (This certficabon s mage with tha knowiedge that hs informanon
awmmwmmmmmmmwwwm:mmmurﬂnmmwmmumnwd
such statules of e IMpiemenung reguianons.)

Signature of Supervisor Date

Signature of Apoointng Authonty Date
PART Hl.  Annuai Position Augit or Review Dates: Er s invtas: Supennsor's initials:
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MAJOR RESPONSIBILITIES
fimponan Job Duties)

NOTE: Number sach responsibility

PERFORMANCE STANDARDS PERFORMANCE IMPROVEMENT GOALS
thow well aach duty s 19 be done

Compieted on

24.7
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STATE OF KANSAS
Departmant of Administretion
Division of Personnel Services

STANDARDS FOR EMPLOYEE PERFORMANCE EVALUATION

DIRECTIONS:

1.

2

Fill out this form at the beginning of the evaluation period.

The standards deveioped an this form will be used to determine the employee's performance
evaluation at the end of the evaluation period.

The supervisor and the employee should both sign this form.

One copy should be retained by the supervisor, one copy by the empioyee, and one copy by
the agency.

Attach a fourth copy to Form DA 228 (Employee Performance Evaluation) at the end of the
evalyation period and at that time send both DA 229 and DA 228 to the Division of Persannel
Services.

SOME CONSIDERATIONS IN WRITING STANDARDS .

1.

A standard is a statement of how weil a responsibility is to be done.

2. All standards must be ohservabie and/or measurable.

3.

4,

A standard shouid be realistic, challenging, and achievable.
A standard can be stated in terms of quantity, quality, time, or cost.
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DA281-2 POSITION DESCRIPTION

Rev. 2-79

State of Kansas—Department of Agmunistration Ciass.

Divsion ol Personnel Serices Agency No. 367
Position No. 00-18-00-616
Previous No.

Instructions: Use na mone than one (1) additional sheet of bond pacer for tunther desenixng [he position and attach current grgamzation chasnt. Show agency name,
positon number and duly number on additional sheet, f used. Maxe statements simpie, bnef. ana complete. Form must be s:gnea oy superviser ang
appamnting authonty.

Distributi 1—Employes:  t—=Superwisor; 1—Agency; 1=—Dmvision of Personnel Services (Cricinal Copy)

PART L. Hlems 1-10 are to be compieted by !he suparvisor or aopainting authonty.
tterns 11, 12, 13 and 14 are io be compieted by the appropnate persannel affice.

! ; 8. Check below:
1. Preseni Class Tite: __Food Service Supervisor I i . Perm X it
Proposed 1 Part Time____Seasonai
i Worlunq‘l'::-.. 9. Toeof Supewsor: __ FSS IT or Diecician =
: ) 10.  No. of Supervisar's Positon: 313
4. Budget Actrily Number: - ~
0018 "
S  Agency Name ang Number: 5'_5
- Kansas State University 367 FE
6. Division: _ VP for Student Affairs ;3
Branch: Dept. of Housing 2 8y Approval  Supr: Adrun.
Section: Food Service - Derby §§ '
7 3 § {12 Effecive Date:
City wnere position located: &
Maphattan, Kansas 13, Audied by: Cate.
County: E 14, Inventory Record
Riley Leg. F.Y Add. Other

PARTN. mmwwwmmﬂmwmrdw:mmuﬁmmofmemmmmmmmmmmm
and/or paragraphs in section 3 of Part Il

SECTION A:  Position Purpose:
Explain concisely why the gubes and responsibiities assigned o this position are essental 1o agency operabons.

Supervises and instructs in food production operation. Maintains
high sanitation and safety standards. Supervises lower classified
employees. Work involves some independent judgment and action.
Maintain accurate records and reports.

SECTICN B:  Duties and Responsibilities:
Instructions: (1) Number each duty and ingicata approximate percent of ime spent on each major duty or group of duties. (2) Incluge specific cara as 1o
responsibiity for direction of wonk of other empioyees; posiion numbers and class tlies of empioyees supennsed: degree 3f responsbuty for funas or aconns.
decision making, and program and pohcy planming: nalure, purposa, and level of CONtacts withan and outside the agency. (3) Indicate how incependentty ot
supervision s posibon funchons, or conversely, how ciosely and directly the pasiion is superwised.

e
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Duty No. and HOURS OF WORK From: 10:20 a.m. To: 7:00 p.m.
Percent of Time Duties

1. 55% Coordinate the ;.eparation of dinner menu items and assist with luncheon
items if needed. Week-ends all meals.

2. 1laz Assist in teaching and using mechods of preparing and cooking of eggs,
cereal, pasta, potatoes, vegetables, gravies, socups, white sauces, meats,
cassercles, and bakery products as established in standardized recipes to
lower classified employees.

3. 14 Instruct and supervise personnel in operation and maintenance of equipment
and work areas in a safe and sanitary manner.

4. 5% Direct the storage and handling of food in a safe and sanitary manner.

5. 10% Evaluate and counsel employees directly under your supervision.
6. Maincain high sczandards of personal hygieme and good grooming.
N Cooperative and maintain a good attitude.

8. Applies good work habics

9. 22 Perform related work as requested.

| (Use adational sheet of bond paper if necessary)
SECTION C:  MINIMUM QUALIFICATIONS:  (Educabon and Expenence, Cernficates. Licanses. S«iils required)

Experience - Three years experience in large scale cooking and food preparation, including
six monchs of experience in food service managemenc.
Education - High School Graduate. Health - Food Handlers Certificate from Lafene Health Center.
Special knowledge, skills, abilities - Kngwledge of food and food safety, care of equipment
and ut s

SECTION O:  CERTIFICATION:
| certdy that this is an accurate non-fraudutent statement of the major cutes ang resoons:bikties of 1rs pasibon and 18 organ+zatonal rgiatcnships, and thal
s DOSINON 1§ NECesSary 10 Carry oul Me government tunctions for whwen | am responsiie. (This certficabion s made wilh INe knwieage Mat iMs informansn
13 10 be used lor siatutory purooses reialing o aocontment and payment af puouc funos, and [hat faise or Misieading statements may constitute woiatons of
such statuies of ther IMpigMenting requiations. )

Signature of Supervisor . Date

Signature of Agpanting Authonty Daie
PART . Annua! Pesiton Audit or Review Oates: Empioyes’s Inmais: Supennsor's lnutials:
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POSITION DESCRIFTION

DAZB1-2

Rev. 2.79

State of Kansas—Degartment of Adm~=trahon Class.

Division of Personnel Sanaces Agency Na. 367

Position No. 00=-18=-00-614
Srevious No. __S3ME

Instructions:  Use no more than one {1) addhional sheet of bong pader 1or further descniing the POSItion and attach current grgamzanon enart. Show agency name.
position number and duty numper on addibonai sneet, il used. Make statements simpla, bnef. and compiete, Farm must be signed By supenvisar and

2ppointing authanty.
Distribution: 1=—Empioyes; 1—Supenrasor; 1—Agency; 1—Division of Persannel Services (Oniginal Cepy)

PART L Itams 1-10 are to be compieted by the Supenisar or appamnting authonty.
Items 11, 12, 13 and 14 are I0 be completed by the appropnate persannel office.

8 Check below:

1. Presen Class Tiie: _Food Service Supervisor 1 oz X Ban < e
z B o T s?g 3. :»T-:ms:mw -Dietitian
3. Worang Title: n/a 7 0.  Mo. af Supervisor's Pasition: Unclassified
* -3013 " 1. Aligcaton Realiocaton:
5.  Agency Name and Numoer: &y
. Kansas State University - 367 CE
6 Diwsion: _ VP _for Student Affairs ;3
Branch: _ Department of Housing = By_— Approval  Supr: Adrmn.
Section: __Food Service — Strong Complex 3£
7. §§ 12.  Effective Oate:
City wnere pasition located: .
Manhattan, Kansas 66302 13, Audited by: Dae:
County: 14. Inventory Record
Riley . Leg. F Y. Add. Cther

PARTIL The positon Supenasor or other designee of ihe Appointing Authonty snall compiete the remaining sections of ihe descnption ysing numbered statements
and’or paragrapns in secton B of Part i

SECTION A: Position Purpose:
Expiain concisely why the cutes and responsibilites assicned [0 thus posilion are essential 10 agency OperaLons.

Supervises and instructs in foodservice operatioms. Maintains and improves standards for
food procurement, production, service, sanitatiom, and safecy. Maintains accurate records
and/or reports. Trains and evaluates employees.

SECTION B: Outies and Responsibilities:
Instructions: (1) Number each duty and idicate apgromimate percent of ime spent on each major duty or group of duties. {2} Include spectic data as 1o
respons:ibility for direction of work of other empigyees; pasihon numbers and class ulles of employees supenised. degrae of responsidihty for funas or actons.
decision maiung, and program ana poncy planning; nature, purpose, and level of esntacts within and gutside the agency. {3) indicate how ndepandently of

supervigion s posibon funcuons, or conversely, how cigsely and grectly Ine posilion 1S Supensed.
=]
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Duty No. and HOURS OF WORK From: 8:00 a.m. 2 To: 4:40 p.m,
Percent of Time Duties .
1. 30% Coordinates, schedules, and directs the sanitary preparation aud cooking of
the full range of menu items in food production area.
2. 102 Assist in planning and teaching using established methods of food preparation
for the full range of menu items in food productionm area.
3. 1oz Thoroughly familiar with operation and care of all equipment and work areas
in a safe and sanitary manner.
4. 102 Directs safe storage and sanitary handling of food. Supervise accurate
accountability of all subsistence items.
5. 10z Evaluates and counsels employees directly under supervision. Maintains
discipline and assures that subordinates keep working at a steady pace.
6. 102 Maintains high standards of personal hygiene and good grooming.
7. 102 Cooperative and good attitude will be maintained.
8. 10% Applies good work habits, Perform related work as assigned.
{Use addiional sheet of bond paper if necessary)
SECTION C:

MINIMUM QUALIFICATIONS: = (Ecucabon and E?en . Cerufica ; < iall
High school graduate, considerable exper e.neé?in lax%bgecrgfe Dégg’ﬁr?g %a :ggﬁd preparation,
including some experience in food service management. EKnowledge of health, sanitacionm, and
safety practices. Health certificate from University health service. Considerable knowledge

of materials, methods, and squipment used in preparing and service of food on a large scale.
__Must be able to read, understand, and communicate by use of English language.

SECTION DO:  CERTIFICATION:

| certify ihat this is an accurate non-traudulent statement of the major dubes angd resoansibiiites of this pos:tion and 1S grgamza®onat relabenships, and that
for which | am responsigle. {This cerificanon i1s made with the kriwignge that s infermanon
Ourpases relatng 10 appomiment and payment of pualic funas. and that faise or mMisigadng statemen's may constitule wiolahans cf

this

position 15 necessary 1o carmy oul the govamment functions

Such siatutes of e '/mpiementng reguatians.)

Signature of Supervisor Date

Signature of Apponting Authonty Date

PART M. Annual Posiion Augit or Review Dates: ___Empioyee's intiais- Supenasor's inshais.
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DAZ81-2 7

g POSITION DESCRIPTION

State of Kansas—Department of Administration Crass.

Oivision of Personnel Sernces Agency No. 367
Postion NQ. 00-18-00-351
Prewious No. Same

Instructions: mmmmm{lbmﬁmﬂmdmmwwhﬂaw&@mmm attach current orgamzahon chart. Show agency name,
PORtion number and duty number on adaibonal sheet, i used. Maxe statements simpie, bref, ang campiete. Form Must be signed by Supervisor and

appointing authorty.
Distribution: 1-—Empioyes; 1—Supenasar; 1—Agency: 1—Division of Parsannel Senaces (Cnginal Copy)

PART L. tems 1-10 are to be compieted by the supansor or apoownting authonty.
ferns 11, 12. 13 and 14 are to be compieted by the appropnale persannel offica.

3 ’ 8. Check below;
t Present Class Titg: __Food Service Supervisor 1 e e X -—
2 P d Tine: __ Food Service Supervisor I Part Time. Sessonal
1 Worlng nul:-, n/a 3L 9 Tite of Supernsor: __Dietician
' 10.  No. of Supervsor's Posison: Unclassified
4. Budget Activity Number: _
0018 1. Al R
5. Agency Name and Number: B,
- Kansas State University - 367 gs
6 Dwision: _ VP for Student Affairs 3
Granch: __Department of Housing 20 By Approval  Supr Admin,
Section: _ Kramer Food Service gé
7 é‘ 12.  Effective Oate:
City where position located: <
Manhattan 13, Audited by: Date.
County: 14, Inventory Record
Riley Leg. F.Y. Add, Cthar

PART . The positon Supervisor or other designae of tha Apponting Aythonty shail compiete the remarung secions of the descnghon using numbered statements
ana/or paragraphs in sechon B of Part I

SECTION A:  Position Purpase:
Explain concrsely why the dubes and respong:biities assigned o this position are essential to agency cperahons.

This position is responsible for hiring, scheduling, and supervising approximately 200
students per year, and five civil service employees. Responsible for keeping records on
all student employees and discharging when absences are excessive or work quality imnferior.

Provides input into planning, organizing and controlling food and laber costs in a
$1,000,0080.00 per year budget. Offers assistance with decisions made regarding financial
matters.

Responsible for supervision and administration of service in a food system that serves
16,000 meals per week. Assumes responsibility for safe and samitary handling of food and
service of meals in a nutritious and appetizing manner.

Must use independent judgment in making quick decisions affecting the Xramer Food

Center operation.

SECTION B:  Duties and Responsibilities:
Instructions: (1) Number each duly and indicate approximale percent of ime spenit an each major duly or group of dutes. (2) Include specific data as o
rasponsibiiity for direction gf work of other empioyees: posibon numbers and ciass tHies of empioyees supervised: degree ol responsdility ‘or hunds or actons.
detision maiung, and program and policy pla.ning: Natule, purpose. and leved af confacts within and aulside the agency. (3 inaicate how ndependently ot

supervisign s posibon functons. or converseiy, how closely and dgireclly the position 1S supenised.
=]
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Quty No. ang HOURS OF WORK From: To:
Percent of Time Duties
1. 252 Directs total distribution of 16,000 meals per week. Sets and enforces

standards for service procedures and motion economy.

2, 5% Hires and schedules approximately 200 student employees per year. Directs
the distribution of 29,000 hours of student labor per year as budgeted for
Eramer Food Center. Assists with hiring and scheduling of five civil service
employee position #'s: 00-18.00-589, 00-18-00-404, 00-18-00-387, 00-18-00-368,
and 00-18-00-588.

3. 10% " Plans and teaches employee training programs for student and classified
employees. Directs on-the-job trairing for all cafeteria employees. Enforces
departmental and Civil Service regulatiouns.

4. 5% Prepares and gives employee evaluatioms. Maintains files of student per-
formance records. Counsels Civil Service and Student employees.

5. 15% Assumes financial responsibilities including equipment inventories, food
usage as it relates to service and labor comtrols. Distributes $75,000 student
labor dollars per year, as budgeted for Kramer Food Center.

6. 10 Directs subordinates in the proper care and use of equipment. Routinely
inspects equipment for perspective maintenance oT sanitation problems.
7. 5% Directs the requisition and distribution of cafeteria supply items.
8. 5% Other related duties as required.
{Use additional sheet of bond paper f necessary)

SECTION C: MINIMUM QUALIFICATIONS:  (Ecucaton and Expanence, Cartficates. Licenses, Degrees. Skils required)
High school graduate, considerable experience in large scale cooking a:g food preparatiom,
including some experience in food service management. Knowledge of health, sanitation, and
safecy praetices, Health certificace from University health service. Considerable knowiedge
of materials and equipment used in preparing and service of food on a large scale. Xust be

SECTION D:  CERTIFICATION:
| cevtily that thvs 13 an acturate non-fraudutent statement of the maijor duties and resconsitihles of ths posion and i orgamzanonal relavonships. and that
mﬁmﬁmmmmwzmmi%gmﬂlnfnrwmcﬁmhmmsmmmmrnaxmeuqema:mmiomam

used lor stalutory purposes agpantment and payment o pudke lunas, aise or misieading stalemenis may cons atons
such statutes or thewr implementng reguiancns.) S 2

Signature of Supenasar Date

Signature ol Agpanbng Authorty Dare
PART . Annual Posiion Audit or Review Qates: Emplayee s Ininals: Supervisor's Imbals:
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DA281-2 POSITION DESCRIPTICN

Rev. 2.79

State gf Kansas—Oepartme:n of Administrabon Class.

Division of Personnei Sennces Agency Na. 367
Position No. 00-18-00-510
Pravious No.

Instructions: Use ro more than one (1) additonal sheet of bond paper for further describing the position and attach current organization chan. Show agency name,
position number and duty number on addimonal sheet, f useg. Maxe siatements s:mpie. bnel. ang complete. Form must e signed Ty supervisor ang
appmnting authofity

Distribution: 1—Empioyee: 1=—=Superasor; 1=—Agency; 1—Division ol Personnel Services (COnginal Cogy)

PART L nmﬂﬂmtubnw-tadbthmmw

ltams 11, 12, 13 and 14 are 10 b8 pieted by the parsonnel office.
— 8. Check below:
1. Present Class Title: Cook II Fuil rm__L_Penn X inter
Part Time

2. Proposed Tite: 9. Tite of Supervisor: E'SS I or FSS II
3. Workng Title:
: . 5 . 10.  No. of Supervisar's Pasition: 616 or 313
4. Buaget Actity Number: B

0018 " A oc:ald
5.  Agency Name and Number: 5‘5
. Kansas State University - 367 23
6  Owson: VP for Student Affairs 53

Sranch: __Dept. of Housing EU 8y——Approval  Suor: -Adrrun

Section: __Food Service - Derby g%
3 Sg |12 Elfectve Date: s

City where pasition located: =

Manhattan, KS 13.  Audited by: Date:

County: 14. Inventory Recora

Riley Leg. FY Add._______Other

PARTIL The posmon Supennsor or other designes of the Apocinting Authanty snall compiete the remaining secuons of the cascrotion using numbared statements
andror paragraphs n section B of Pan i,

SECTION A:  Position Purpose:
Explain concisely why the dutes and responsbilites assigned o this positan are essenual 1o agency cperahons.

Prepares high quality food for the residemnts. Maintains high
sanitation and safety standards. Supervises lower classified
employees. Involved with skilled cocking in large quantities.
May train lower classified employees. Work involves independent
judgment and actiom.

SECTION B:  Duties and Responsibilities:
instructions: (f,lw.amdqummmmuumdmmma@mnmamdmm. {2} Incluce specific data as 1o
wny!amofmdmm:mmmmwccswndqmvmmzwummmwmw« acuons.
decision making, and orogram and policy fianming; nature, purpose, and lever of contacts withun and outsica the agency. 13) indicate how naepencently ol

supervision I position functions, or conversely, how ciosely and diectly [he position is supenvised.
2
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Outy No. ana HOURS OF WORK From: 10:20 a.m. To: 7:00 p.m.
Percamt of Tima Dutiag

1. 60% Prepare and assist in coordinating the production of quality food for <ervice.
2. 13% Operate and maintain equipment and work arez im a safe and sanitary manner.

3. 1oz Store and handle food in a safe and sanitary manner.

4. 5% Assist in training employees.

3 32 Follows through on instructions lefr by supervisor when she is absent.

6. Maintain high standards of personmal hygiene and good grooming.
7. Cooperative and maintain a good attitude.
8. Applies good work habits.

9. 5% Perform related work as requested.

{Use adaitonal sheet of bond paper il necessary)

SECTION §:  MINIMUM QUALIFICATIONS: _ (Educancn and Expenence, Cerirlicates. 1=l,l nses, Degrees. Skils required)
Experience: 1 year of supervisory experieace needed. Education: Completion of B school grades.
Health: Food Handlers Ee:tifi:ace from Lafene Health Cencer. Special tnowledge, skills,
abilities: Knowledge of food and food produccicnm, operation and carg of kitchen squipment.
Enowledge of food values. Abilicy to supervise and direct others. Skill in use and care of
kitchen utensils and equipment. Abiliry to follow oral and writtes directions.

SECTION D: CEATIFICATION:

1 certify that tms s an acturate nan-fraudulent statament of the maor dutes and rescersiDiitas ot vs positicn ang s JrgzMIsNoNa re-akonshes. and thal
Hug POSINON 1S NeCessary In carry oul the gavernmant functans tor wh:ch | am resoorsipie. | Thig certfication 1S made will 1ne *= TwieChe *nat s infgrmancn
1S 10 be used far statulcry Qurposes relatng 10 agpomntment and payment of putsc funcs. and that false of MS2a0iNg siatemen's may constiute vioiatans of
such statutes or thev implementng reguiancns.;

Signature ol Supennsor . Dare

Signature of Appointing Aulnorty Data
PART M. Annual Position Augit or Rewiew Dates: __Empioyee 8 tunais: Supervisars Inhals®
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DA28Y-2
Res 279 POSITION DESCRIPTION
State of Kansas—Department of Adrmstration Class.
Division of Personnel Services pmilion 367
Position No. 00-18-00-325
Pravious No. same

Instructions: Use ng mommmmmwmmmm«mrwmngmwmm anach current arganizahen chart. Shaw agency name,
position number and duty number on additional sheet, f used. Make statements simple, briel, and comptete. Form muyst be signed by superasor ang

Distribution: 1—Employse;  1—Supenvisar:  1—Agency;  1—Division of Personne! Sennces (Onginal Copy)

PART . ltems 1-10 are io be compieted by e Supervisar or appomnting authority.
hems 11, 12. 13 and 14 are 1o De D by the appropr personnei office.

8. Check beiow:

' Tt koo 1L Fuil Time__ X Perm X Inter
Prapased . same Panm Time_______ Seasonai
: Woviong 1,‘1:_" a/a 9 Tite of Supervsar __Food Service Supervisor 11
] 10.  No. of Supenasor's Py - 00-18-00-31
4. Budget Activity Number: '
0018 1m. Al Reallacabon:
5.  Agency Name and Number: Ei
. Kansas State University - 367 23
6 Divisi VP for Student Affairs ;g
B Department of Housing = By_——Aporoval  Supr: Adrmn.
Secnon: ___KrameT Food Center 2§
7. gg 12 EMlectve Date:
Cily where pasition located:
Manhattan 13, Auditad by: Data.
County: 14. Inventory Record
Riley Leg F.Y __Add Other

PARTIL The posibon Supervisor of other designee of the Appomting Authanty shall comoiete the remaming Sechons of the ¢escroton using numoered statsments
and/or paragraghs in section B of Part 1.

SECTION A:  Position Purposs:
Expiain concisely why the duties and responsibiities assigned to this position are essental 10 agency aperahons.

Responsible for supervision and participation in the production of dinner meals for 1,400
students. Must assume responsibility for safe, nutritious, and appetizing food. Must make
decisions on number of serving batch sizes and production for close to time of service.
Responsible for proper handling of food and maintenance of perpetual inventories of on
hand items. Responsible for organized work load for three Cooks I and incidental student
labor. Responsible for care and use of large equipment.

SECTION B:  Outles and Respongsibilities:
instructions: {1) Number each duty and indicals approxmate percent af time spent on each major duty of group of auties. (2) Include specific data as o
reapansibrlity for irection ol work ol ather empigy ? < ang tlass ttles of employees supernsed; degree of responsibinty 'of furas 2 actans.
mmmmmuqummnmwe and level of contacts wthin and outside tne agency. (3} Indicate haw independenty o
supervision this position functions, or conversaly, haw clasely ang direclly the pOSILON .S Superised.

L=+
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Outy No. and HOURS OF WORK From: To:
Percent of Time Duties

1. 70% Responsible for all entree production for dinner meal. Includes decision making
in quantity and batch sizes of food products. Responsible for utilizing correct
preparation, storage, sanitation, safetry, and tasting techniques in daily work.
Maintains quality control of food items during production and service.

2. 3z Responsible for safe operation and care of equipment. Instruct Cooks I in
proper techniques of handling and storing food and care and use of equipment.
Cook I positions supervised: 00-18-00-333, 00-18-00-339, and 00-18-00-322.

3. 142 To assist in the achievement and maintenance of product standards through
refinement and development of standardized recipes. Record keeping of daily
production records responsibilities. Responsible for entire kitchen operation
in absence of supervisor or dietitian. Assist in evaluation of employees
supervised.

4, 1l0% Organizes daily schedules to meet demands of the day.

5 3z Additional tasks as assigned.

(Use additional shee! of bond pacer f necessary)
SECTION C:  MINIMUM QUALIFICATIONS:  (Education and Exzpenencs. Ceruficates, Licenses. Degrees. Skils required)

Bth grade education. Must be able to read, understand, and communicate h; means of English

language. Experience in quantity food productionm, able to direct and work with others.

Knowledge of kitchen sanitatiom, safety, and use and care of kitchen equipment. Health

certificate required from University health service.

SECTION D:

this position 1s necessary 1o carry out the

CERTIFICATION:
I cerly that thes s an accurate non-rauguient statement of the major dutes and responsibilities of th:s pos:ion and its orgamzatonal reiabonscs, and hat
t government functions for wincn | am responsidie. {This cersficabon :s mace wi'h the knowlecge that ths informanon
is 10 be used for statutory purpases reianng 1o apoowniiment and payment of public funds, and that faise or misieading statements May CONSUILIE VDA ons of

such statutes or thewr impigmening reguiatons.)

Signature of Supanasor ] . Date

Signature of Azponting Authanty Date

PART ll.  Annual Position Audit or Review Dates: Empiayee's minais’ Supenasor's initais




90

DA2B1-2 POSITION DESCRIPTION

Rev. 2-79

State of Kansas—Department of Admnistration Class.

Division of Personnel Servces Agency No. 367

Positian No. 00-18-00-329
Pravious No. _ _S3ameé

Instructions: Lise no more than cne {1) addibonal sheet of bond paper for further deserng the pesition and anach current orgamzation chart. Show agency name
positon number and duly number an agdibonal sheet, if used. Maxe sratements simpia. bnel, and camplets. Form must be Igned by supsnnsor and
2pponting authonty.

Distribution: 1—Employee: 1—Supervisor:  1—Agency; 1—Division of Personnel Servicas (Criginai Copy)

PART I. ltems 1-10 awre 1o te complated by the superwisor or apponting authonty.

Rems 11, 12 13 and 14 are 1o 2e i by the appr la parsonnei office.
- B.  Check below;
1. Present Ciass Tite: __ Cook II Full Time__ & Perm X inter
: i Part Time. Seasonal
2 Wm'”_" __salm! 9.  Tite of Superwsor: __Food Service Supervisor I
3 9 e nra 10. No. of Sugervisor's Position: 00-18-00-614

4. wm"m‘lﬂf‘- . N ) )
0018 11, v Re -
5. Agency Name ang Number: 5‘5
- Kansas State University - 367 §§
5  Dwsion: _ VP for Student Affairs -
Branch: Deparrment of Housing b By Approval Supr- Adrn,
Section: ___Food Service — Strong Complex 22
' 38i12.  Eflectve Date:
City where posion lacated: < _
Manhattan, KS 66502 13, Audited ty: Date:
County: 14.  inventory Record
Bd.ley Leg. F.Y _Add Other

PARTIl. Thaposinon Supervisor or ather designes of the Appomiling Authonty shail camatete the remaimng sections of the dascnoion uSING NUMbered slatemen's
angar paragraphs n section B ot Pan |l. )

SECTION A:  Position Purpose:
Expiain contisely why the dulies and responsibdibes assigned 1o this pasiign are essental 10 2gency operations.

Prepares high quality food for the residents. Maintains high sanitation
and safety standards. Supervises lower level employees. Involved with
skilled cooking. May train lower level employees. Work frequently
involves Independent judgment and action.

SECTION B:  Duties and Responaibilities:
Instructions: (1) Number each duty and indica‘e acproximale percent of trme spent on each major duly or group of duties. (2} Include specific data as 1o
responsibdity for direcuon of work of other empioyees; pcsihon numbers and class hiles of empioyees supervised: degree of responsibirty ‘ar tunas or aztons
decrsion making, and crogram wpohcybimrg;ﬂam. purpase. and .avel of contacts within and outsige the agency. (3) Inaicate how moependentiy o

Supension this pasition fynchons, or conversely, how closely and cirectly tha position 1§ supervised.
-]
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Duty Na and HOURS OF WORK s 7 ;
e Rl g:nt:u. 7:30 a.m. To: 4:10 p.m.

1. 30% Prepare full range of quality food by batch cooking methods.

2. 10% Can operate and maincain food preparation equipment in a safe and sanitary
manner.

3, 10% Maintains high standards of food storage and sanitatiom.

4, 10% Makes use of and learns efficient arrangement of work to meet producticm
schedules.

5. 10% Assist in making assignments, teaches, and directs food service
workers I and II.

6. 10Z Maintains high standards of good grooming and personal hygiene.

7. 1l0% Cooperative and maintains a good working attitude.

8. 10% Applies good work habits and assists in the improvement of the

organizacion as requested.

{Use additional sheet of bond paper if necessary)
SECTION C: MINIMUM QUALIFICATIONS: (Educaton and Experience. Certificates. Licenses, Degrees. Skills required)
8th grade education. Must be able to read, understand, and communicate by xmeans of English
language. Experience in quanticy food production, able to direcc-and work with others.
Knowledge of kitchen sanitatiom, safety, and use and care of kitchen equipment. Health
certificate required from University health service.

SECTION D:  CERTIFICATION:

1 certty that thrs is an accurate non-fraucuient stalement of the magor dutes and resoonsibibes of inis positon and s orgarvzatonal relatonsnios. ana mat
Ius position (§ recessary (o canry oul the government tuncions for wmich | am . (Ths cerufi 1S mage with e «nowiegge that this informatcn
slobousedlormmmmralatmqrsamntmmwe!m%wwmt&umm&ﬂgmﬂmvwwtvﬂJMd
such statutes or thes Miementing reguiations. )

Signature of Supeniscr . Date

S:gnature of Agpemnting Authonty Cate
PART 1. Annuat Positon Audit or Review Oates: Empioyee s innals: Supervisar's inti2is:




APPENDIX D
Development of Major Responsibilities for

Foodservice Supervisor I and Cook II
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APPENDIX E

Foodservice Supervisor I.

Questionnaire
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a__l.l

Department of Housing

Pittman Building
Manhattan, Kansas 86506
913-532-6453

Questionnaire
Supervisor I
Background information:

Mame

Present Position

Bow many vears have vou been employed in your present position?
years

. On the following pages is a list of tasks that have been identified for

Foodservice Supervisor I. First, please review each task and indicate
whether the task is your responsibility by circling yes or no.

If a task is vour responsibility, we would like you to rate =ach task
for importance and time consideration. The importance scale (Scale A}
indicates the value that the task has for you in your present position.
The time consideration scale (Scale B) indicates how often vou perform
the task. Please complete all statements as best you can.

Scale A IMPORTANCE Scale B TIME CONSIDERATION

1l = Essential 3 = Censtantly
2 = Very important 2 = Frequently
3 = Fairly important 1 = Occasionally
4 = Of minor or no importance

EXAMPLE: Circle one number in each of the two scales for =ach rask, if
the task is your responsibilicy.

Scale A Scale 3
TIME
TASK STATEMENTS RESPONSIBILITY IMPORTANCE CONSIDERATION
1. Estimate quantity of Yes No 1234 123

food for one day for
a specific number of
servings.

These responses indicate that escimating the quancity of food for one day
is fairly important and must be comsidered frequently.
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Scale A TMPORTANCE Scale B TIME CONSIDERATION

1l = Essential 3 = Constantly
2 = VYery important 2 = Frequently
3 = Fairly important 1l = Qcecasionally

4 = Of minor or no importance

If a2 responsibility,
please rate:

Scale A Scaie B
TIME
RESPONSIBILITY IMPORTANCE CONSIDERATION
1. Review recipes for accuracy. Yes Yo 1234 1.23
Z. Train employees to perfomm Yes Na 1234 .23
effectively.
3. Check food for quality, temper- Yes No 1234 123

ature, and appearance.

4. Instruct other personnel: Yes Yo 1234 123

5. Supervise food production processes. Yes Yo 1234 123

6. Detemine.recipe yields. Yes Yo 1234 123

7. Improve standards of food Yes No 1234 123
production.

8. Use basic arithmetic procedures Yes Yo 1234 123

and practices.

9. Collect specific information for Yes No 1234 123
use in performance evaluations.

10. Direct the preparation and delivery Yes No 1234 123
af food to service.

11. Assist dietirians wich employee Yes No 1234 T 23
craining.




Scale A IMPORTANCE

= Essential

= Very important

= Fairly imporcant

= Of minor or no importance

LR

Scale B TIME CONSIDERATION

3 = Constantly
2 = Frequencly
1 = Occasionally

£ a responsibilicy,
please rate:

98

Scale A Scale B
TIME
RESPONSIBILITY IMPORTANCE CONSIDERATION

12. Keep accurate records for future Yes No 1234 123
information.

13, Determine daily priorities in use Yes No I2 34 123
of time, equipment, and perscnnel.

14. Follow policies and procedures in Yes Yo 1234 123
personnel supervision.

15. Compile inventories and other Yes No 123% 123
operational data.

16. Assist in the planning and service Yes No 1234 123
of special functioas.

17. Prepare written work schedules Yes Yo 1234 123
thact facilitate food productien.

18, Direct employees in use of scand- Yes Neo 1234 123
ardized recipes for all food
production. i

19. Assist in updacing job descriptions. Yes No 1234 123

20. Direct emplovees to follow policies Yes No 1234 123
and procedures.

21. Gather information regarding food Yes Yo 1234 1.2 3

usage and wastage.




Scale A DMPORTANCE

1 = Essential

2 = Very important

3 = Fairly important

4 = Of minor or no importance

Scale B TIME CONSIDERATION

3 = Constantly
2 = Frequently
1 = Qcecasionally
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If a responsibility,
please rate:

. Scale A Scale B
TIME
RESPONSIBILITY [IMPORTANCE CONSIDERATION
22. Apply the techniques of work Yes Yo 12134 123
simplification to improve work
flow.
23, Check the quancity and quality of Yes Yo 1234 123
food items before scheduled
preparation times.
24, Test menu items for taste and Yes Neo 1234 123
appearance.
25. Check portion control. Yes No 1234 123
26. Assign work to employees. Yes No 1234 123
27. Evaluate department personnel. Yes No 1234 123
28. Communicate with other departments Yes No 1234 123
about food preparation demands.
29. Assign cleaning tasks. Yas No 1234 123
30. Check cemperature of food being Yes Yo 1234 123
prepared and served.
31. Orieat new employees. Yes No 12334 123
32. Ensure proper backup food items to Yas ¥o I2.34 1213

meet unexpected production demands.




Scale & IMPORTANCE

Essential

Very important

Fairly important

Of minor or no importance

FweH-

100

Scale B TIME CONSTDERATION

3 = Constantly
2 = Frequently
1 = Qccasionally

If a respomsibility,
please rate:

Scale & Scale B
TIME
RESPONSIBILITY IMPORTANCE CONSIDERATION

33. Conduct daily departmental pro- Yes No 123% 123
duction meering to ensure
effective communication.

34, Plan smooch flow of work to utilize Yes No 1234 1L23
effectively personnel and equipment.

35. Report food shortages or equipment Yes No 1234 123
malfunctions promptly.

36. Inscruct employees in proper sani= Yes No 1234 123
tation policies and procedures.

37. Assistc in helping dietetic students Yes No 1234 123
as needed.

38. Maincain high standards of grooming Yes No 1234 123
and personal hygiene.

39. Demonstrate high ethics and leadsr- Yes No 1234 123
ship ability among co-workers.

40. Folliow established procedures for Yes Yo 1234 123
requesting employee hemefits.

41, Use and maintain equipment in a Yes No 1234 123

gafe and sanitary manner.
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Scale A& TIMPORTANCE Scale B TIME CONSIDERATION
1 = Essential 3 = Constantly
2 = Very important 2 = Frequently
3 = Fairly important 1l = Decasionally
4 = Of mwinor or no importance -

If a respomsibility,
please rate:

Scale A Scale B
TIME
RESPONSIBILITY IMPORTANCE CONSIDERATION

42. Provide counseling/progress Tes Nao 1234 1213
instructions to employees,

43. Recommend changes in foodservice Yes No 1234 123
or praduction procedures using
the chain of command.
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APPENDIX F

Cook II. Questionnaire
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Department of Housing

Pittman Building
Manhattan, Kansas 66506
913-532-8453

Questionnaire
Cook 11

Background information:

Name

Present Position

How many years have you been employed in your present position?
years

On the following pages is a list of tasks that have been identified for
Cook II. First, please review esach task and indicate whecher the task
is your responsibilicy by circling yes or mo.

If a task is your responsibility, we would like you ro rate each task
for importance and time comsideration, The importanmce scale (Scale A)
indicates the value that the task has for you in your present positiom.
The time consideration scale (Scale B) indicates how often you periom
the task. Please complete all statements as best you can.

| Scale A4 IMPORTANCE Scale B TIME CONSIDERATION
1 = Essential 3 = Constantly
2 = Very important 2 = Frequently
3 = Fairly important 1 = Qceasionally

! 4 = Of minor or no importance

EXAMPLE: Circle one number in each of the two scales for each task, if
the task is vour respomnsibility.

Scale A Scale B
TIME
TASK STATEMENTS RESPONSIBILITY IMPORTANCE  CONSIDERATION
1. Estimate quantity of Yes No 123345 123

food for one day for
a specific number of

servings.

These responses indicate that estimating the quantity of food for one day
is fairly important and must be comnsidered frequently.




Scale A IMPORTANCE

Essential

Very important

Fairly important :
Of minor or no importance

FLume

Scale B TIME CONSIDERATION

3 = Constantly
2 = Frequently
1l = Occasionally
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If a responsibility,
please race:

Scale A Scale B
TIME
RESPONSIBILITY IMPORTANCE  CONSIDERATION

1. Check recipes for accuracy. Yes Yo 12134 123

2. Assist in training employees to Yes No 1234 123
perform effectively.

3, Perform routine work assignmencs Yes No 1234 123
with a minimm of supervision.

4, Assist supervisor in utilizing Yes No 1234% 123
laftovers properly.

5. Check food for quality, temper- Yes No 1234 123
ature, and appearance.

6. Assist supervisor in directing Yes No 1234 123
work flow smoothly.

7. Meet food preparation deadlines Yes No 1234 12.3
using batch cooking methods.

8. Use basic arithmetic procedures Yes No 1234 124
to calculate recipes.

9. Report food shortages or equip- Yes No 1234 123
ment malfuncrions prompely.

10. Use and maintain equipmenc in a Yes Yo 1234 123

safe and sanitary manner,




Scale A IMPORTAKCE

1 = Essential

2 = Very important

3 = Fairly important
4

= Of minor or no importance

Scale B TIME CONSIDERATION

3 = Comstantly
2 = Frequently
1l = Occasionally
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If a responsibility,
please rate:

Scale A Scale B
TIME
RESPONSIBILITY IMPORTANCE  CONSIDERATION

11. Assist employees in other Yes No 1234 1243
departments when necessary.

12. Perform routine work assign- Yes No 1234 123
ments with speed and accuracy.

13. Assist supervisor in planning Yes No 12 3.4 L2273
proper backup items to meet
unexpected production demands.

14. Willingly assist in helping Yes No 1234 323
dietetic students as needed.

15. Instruct classified employees Yes Yo 1234 123
in proper sanitation policies
and procedures.

16. Prepare production schedules Yes So 1234 123
in absence of supervisor.

17. Demonstrate high ethics and Yes No 121314 123
leadership ability among co-warkers.

18. Follow established procedures f Yes No 1234 123
requesting emplovee benefits.

19. Assist supervisor inm updating j Yes No 1234 123

descriptions.




Scale A IMPORTANCE

Essential

Very important

Fairly important

Of minor or no importance

PR S

Scale B TIME CONSIDERATION

3 = Comstantly
2 = Frequently
1 = Occasionally
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1f a respousibility,
please rate:

Scale & Scale B
TIME
RESPONSIBILITY IMPORTANCE CONSIDERATION
20, Rate menu items for taste and Yes No 12134 123
appearance.
21. Apply the techniques of work Yes No 1234 123
simplification to improve work
flow.
22. Assist in checking raw food sup- Yes No 1234 123
plies for next day's menu.
23. Follow standardized recipes. Yes No 1234 123
24, Help keep accurate production Yes Yo 1234 123
records.
25. Help direct the preparation and Yes o 1234 123
delivery of food to the service
area.
26. Assist in improving the standards Yes Yo 12 3% 1.23
of food production.
27. Conduct daily departmental pro- Yes No 1234 1. 23
duction meeting in absence of
supervisor.
28. Assist in new employee orientation. Yes No 1234 123
29. Assist supervisor to evaluate food- Yes Yo 1234 123

service persomnel.




Scale A IMPORTANCE

1l = Essential

2 = Very important

3 = Fairly important

4 = Of minor or no importance
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Scale B TIME CONSIDERATION

3 = Constancly
2 = Frequencly
1l = Occasionally

If a responsibility,
please rate:

Scale A Scale B
TIME
RESPONSIBILITY IMPORTANCE CONSTDERATION

30. Ensure food is maintained at thes Yes Yo 1234 123
proper temperature.

J1. Follow established uniform and Yes No 1234 123
grooming policies as outlined in
policy book.

32. BHelp write performance behaviors on Yes No 1234 1.23
classified employees when required.

33. Make good decisions in absence of Yes No 1234 123
the supervisor.

34, Check as purchased food yields Yes No 1234 123
against edible portion vield.

35. Decermine daily priorities in use Yes So 1234 123
of time, equipment, and personnel.

36. Maintain effective written and Yes Yo 1234 1213
oral communication with employees
and management team.

37. Delegate duties not assigned on Yes No 1234 1323
production sheet to utilize
effectively personnel.

38. Communicate in advance with super- Yes Yo 1234 123

visor about anticipated shortages
on the cafeteria line.
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APPENDIX G

Instructions for Administering Questionnaires
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Instructions

I am Mr. Pesci, the unit dietitian at Boyd, Putnam, and Van Zile
Foodservices, and I am a graduate student in the Department of Dietetics,
Restaurant, and Institutional Management. I need your help in completing
a questionnaire on performance standards for foodservice employees.

Your unit manager has agreed to permit me to ask you to participate
with this questionnaire. Please read the statements and complete all
jtems on the questionnaire to assist me in determining if the tasks listed
are typical of the responsibilities in your job.

I would like you to help me identify the importance and approximate
amount of time each responsibility involves in your job. If you have any
questions, please feel free to ask me at any time.

Your name will not be associated with your answers, and your involve-
ment in this study‘does not affect your job. My professors and I will be
the only ones to review the completed questionnaires for the purpose of

obtaining data on performance standards. Thanks for your help.
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ABSTRACT

The primary purpose of this project was to devise a methodology for
developing performance standards for employees in the Kansas State Univer-
sity Residence Hall Foodservice operation. Supportive objectives were to
(a) refine major responsibilities for two job classifications (Foodservice
Supervisor I and Cook II), (b) develop performance standards for these iwo
job classifications, and (c) assign weights to major responsibilities for
these two positions in each of the three units of the KSU Residence Hall
Foodservice operations based on analysis of employee ratings of the impor-
tance and time considerations of various tasks.

Major responsibilities were delineated by unit dietitians for Food-
service Supervisor I and Cook II in the three units of the residence hall
foodservices. Performance standards were developed for each responsibility
by unit dietitians, foodservice supervisors, and cooks.

Task statements within the areas of major responsibility were devel-
oped from previous research and position description information on the
two classifications. These statements were used for constructing a ques-
tionnaire designed to secure input from personnel in those two positions
for the purpose of developing weights for major responsibilities. The
initial questionnaire was pretested and revised. The final instrument
included 44 task statements to be rated by Supervisors I and 39 statements
by Cooks II. Task statements were rated for importance and time considera-
tion using the following scales: 1, of minor or no importance to 4, essen-

tial and 1, occasionally to 3, constantly.



A priority scale was developed to analyze the importance and time
consideration scores simultaneously. Task statements were categorized by
unit dietitians into six major responsibility categories for each of the
two positions: food production, eguipment care, store and handling food,
employee training, personal hygiene, and work habits. Spearman's rank
order correlation coefficient was computed to examine reliability among
raters and the Spearman-Brown prophesy formula was used to estimate the
similarity among raters at the three food centérs.

The sums of priority ratings for each major responsibility, the
overall sum, and percentages among responsibility categories were com-
puted. Data indicated that rating patterns were similar for the two job
positions with regard to the ratio of priority weights among the six major
responsibilities.

The priority percentage for ratings from personnel at each center
differed only 1 percent from the overall percentage with only three minor
exceptions. The review committee concluded that these differences were
not meaningful, even though the similarity analysis indicated situational
differences statistically. The review committee recommended using the
overall percentages as the basis for formulating proposed weights for

major responsibilities.



