
District Position Description 

 
 
 

Position Title: Commodity Clerk 
Department: School Food Service 
Reports To: School Food Service Director 
FLSA Status: Non-Exempt 

 
SUMMARY:   
Receives, manages, and maintains records associated with USDA commodities.  Manages warehouse 
inventories and plans and schedules deliveries to the warehouse.  Prepares awards and maintains 
records pertaining to bids for food, supplies and equipment.  Monitors all other orders submitted by 
school cafeterias.  Performs other clerical and record keeping tasks and duties as required to administer 
various aspects of the Child Nutrition Services Operation. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:    

 Performs clerical duties associated with office activities such as typing, preparing copies, 
answering telephone, distributes mail    

 Records and submits maintenance work orders received from schools  Prepares correspondence 
concerning USDA commodities and maintains file. 

 Confers with field supervisors and director of School Food Service in determining USDA 
commodity orders.   

 Completes forms for determining commodity orders and schedule deliveries and send to the 
authorized vendor.   

 Reviews commodity deliveries with Field Supervisors for the purpose of coordinating dates that 
commodity foods are to be received, delivered and utilized additionally reviews schools grocery 
orders to ensure commodity items are utilized rather than purchasing similar food items. 
Updates food & supply prices in the inventory system. 

 Receives USDA food items located in the District warehouse area according to health standards 
Maintains individual school files of commodity invoices received from vendor and checks for 
discrepancies in orders.   

 Maintains monthly files of individual school’s commodity inventories. Allocates commodities to 
individual schools Submits supply orders received from schools through Smartfusion.   

 Maintains warehouse to include dry storage, coolers and freezers.  Documents temperatures of 
warehouse dry storage, freezers and coolers per federal/local guidelines.    

 Compiles and extends USDA inventories on a monthly basis.  Reviews for accuracy.  

 Supervises warehouse drivers responsible for transportation of food and supplies.  

 Schedules deliveries to schools when necessary and coordinates with warehouse drivers the 
return of foods and or surplus foods in schools during summer months.    

 Maintains accurate records of the distribution of USDA commodity foods which are distributed 
from the District warehouse.   

 Assists with preparing bids and awards as well as maintains records pertaining to bids for food, 
supplies and equipment.  Attends area and State meetings pertinent to School Food Service. 

 Performs other duties as may be assigned by the School Food Service Director. 



JOB SPECIFICATIONS 
 
EDUCATION and/or EXPERIENCE:   
High School Diploma or GED with a minimum of Two Years of administrative experience or equivalent 
combination of training and experience which provides the required knowledge, skills and abilities to 
perform job.    
 
Such alternatives to the above qualifications as the Board may find appropriate and acceptable. 
 
CERTIFICATES, LICENSES, REGISTRATIONS:   
Must maintain CEU’s as prescribed by USDA Professional Standards. Must possess a valid driver’s 
license. 
 
SUPERVISORY RESPONSIBILITIES:   
Supervise Warehouse Drivers who are responsible for the transporting food and supplies to schools as 
well as maintaining inventory in coolers, freezers and stock rooms at the warehouse. Responsibilities 
include training employees; planning, assigning, and directing work; appraising performance; addressing 
complaints, and resolving problems. 
 
Carries out supervisory responsibilities in accordance with the organization’s policies and applicable 
laws.   
 
 
LANGUAGE SKILLS:   
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively 
before groups of customers or employees of organization. 
 
MATHEMATICAL SKILLS: 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry. 
 
REASONING ABILITY: 
Ability to interpret and carry out instructions furnished in written, oral, diagram or schedule form.  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists.  
 
Ability to maintain, interpret and apply all pertinent food service regulations and standards as related to 
job functions.  Possess general knowledge of the operation of a school cafeteria, and USDA 
requirements.  Ability to make decisions in routine situations and receive direction from immediate 
supervisor in non-routine situations.  Possess skills required to function effectively in general office 
environment, and is capable of operating general office equipment.  Possesses strong clerical and math 
skills with attention to detail, and the ability to work without supervision. 
 
Skills and knowledge of spreadsheet creation, review and analysis.  Ability to meet deadlines with 
accuracy.  Strong written verbal communications and telephone skills.  Ability to create electronic 
reports and presentations, use the internet efficiently, communicate electronically via e-mail, and 
manage electronic data and files in an organized manner. Ability to establish and maintain effective 
working relationships with internal and external individuals and groups involved in the operation of the 
organization.   
 



 
OTHER SKILLS and ABILITIES: 
Ability to perform duties with awareness of all district requirements and Board of Education policies. 
 
Ability to operate a personal computer and related software.  Ability to work independently, with 
limited supervision. Ability to develop effective working relationships with students, and the school 
community.  Ability to communicate clearly and concisely, both orally and in writing.  
 
Thorough knowledge of all standards, regulations and aspects pertaining to the School Food Service 
Operation and the maintenance of reports and records which must be prepared, processed and 
maintained to meet the requirements of the job.  Knowledge of the principles of planning and 
organization.  Thorough knowledge of modern office procedures and equipment.  Strong knowledge of 
word processing, e-mail, spreadsheets, electronic file management, the internet, and reporting and 
presentation software.    
 
PHYSICAL DEMANDS:  
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
The employee will occasionally lift and/or move up to 25 pounds such as boxes of materials.  The 
employee will sometimes push/pull items such as furniture or boxes of materials. 
 
While performing the duties of this job, the employee is regularly required to sit, stand, walk, talk, listen 
and/or reach with hands and arms. Specific vision abilities required by this job include close vision, 
distance vision.  Duties of the job includes general office duties and occasional use of standard 
cafeteria/food service equipment and supplies. Occasionally the employee will work under a degree of 
stress as related to duties that require constant attention to details and meeting tight deadlines.  Some 
travel may be required. 
 
WORK ENVIRONMENT:   
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.   
 
Working conditions will consist of mostly office work but could include school cafeteria environments.  
The noise level in this environment is quiet to loud depending upon the activity in the particular part of 
the day.  
 
TERMS OF EMPLOYMENT:   
12 months 
Clerk & Office Staff Pay Scale 
 
The terms of employment detailed in this job description are based on full time employment during the school year.  
Conditions of employment adjusted for part time employees or individuals who are hired for less than an entire school year. 
 
EVALUATION:   
Performance of this job evaluated annually according to Board Policy. 
 
DISCLAIMER STATEMENT: 
The information contained in this job-description is for compliance with the American with Disabilities Act (A.D.A.) and is not 
an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently 
holding this position and additional duties may be assigned. 
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