
Saint Mary’s Catholic School 

Cafeteria Volunteer Coordinator 

Job Description 

  

Purpose: Manages lunchtime volunteers in the school environment.  Coordinates and trains 

lunchroom volunteers, coordinates safe environment requirements (background screening and 

training) and insures adequate assistance in the cafeteria and kitchen. 

  

Employer:  Principal, Saint Mary’s Catholic School 

  

Supervisor:  Principal, with input from the PTO executive board members. 

  

Duties and Responsibilities: 

  

1. Design, set-up and maintain a system that parents and other volunteers can use to 

schedule volunteer time in the lunchroom and kitchen. 

2. Create volunteer opportunities that assist the teachers with lunchroom supervision. 

3. Create volunteer opportunities that assist the cafeteria manager with tasks such as 

serving, set-up and cleanup. 

4. Create volunteer opportunities that assist the custodial staff with cleaning the lunchroom, 

including table cleaning. 

5. Train volunteers in respective duties associated with lunchroom supervision and 

assistance. 

6. Seek opportunities to maximize the effectiveness of the volunteer program related to 

lunchroom supervision and assistance. 

7. Resolve issues related to volunteers in the lunchroom, including duty assignments, 

student interactions and faculty/staff requests. 

8. Notify Principal of any pending issues needing administrative support and/or resolution. 

  

Physical Demands and Environment:  Duties are performed in the cafeteria [Parish Hall] and 

other locations in the school and where ever there is access to a computer / internet.  Physical 

endurance and strength must allow incumbent to effectively supervise and assist volunteers and 

students.  Incumbent will occasionally use customary cleaning fluids and chemicals, for example 

when cleaning up lunchroom accidents. 

  

Performance Appraisal:  Incumbent will receive routine direction and guidance from the 

Principal, supported by the PTO executive board members.  The incumbent will be periodically 

observed and provided with formal and informal assessments of performance.  A summary 

appraisal will be completed by the supervisor and reviewed by the employer annually. 

  

Working Conditions:  Typical working hours are 10:45 AM to 12:45 PM Monday through 

Friday.  Hours may be adjusted by the Principal.  It is expected that the cafeteria volunteer 

coordinator will work cooperatively with the Kitchen Manager, custodians, teachers and school 

staff.  Assistance in performance of duties is available from teachers and colleagues. 

  

Position Status:  Position is non-exempt from the Fair Labor Standards Act (FLSA). 



  

Qualifications: 

  

1. High School Diploma or GED equivalent (minimum);  

2. Experience in volunteer supervision and program management. 

3. Word processing/computer experience (preferred); able to utilize technology to set up 

volunteer sign-ups electronically (Sign Up Genius) 

4. Good attitude towards children and peers with strong interpersonal skills  

5. Successfully complete background screening.  

6. Successfully complete the Diocesan sponsored child abuse awareness training.  

7. Either a practicing Catholic or willingness to support instruction in Catholic teaching and 

tradition.  

  

Benefits:  Eligible for selected Diocesan benefits as found in Called to Work in Harmony, the 

Diocesan employee’s manual. 
 


