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1. IDENTIFICATION 
Position No. Job Title Supervisor’s Position 

10-12435 Cook Manager, Continuing Care Facility 

 

Department Division/Region Community Location 

Health & Social 

Services 

Continuing Care 

Facility 

Gjoa Haven Kitikmeot 

 

Fin. Code: 10628 01 4 415 1000000 01  

 

2. PURPOSE  
Main reason why the position exists, within what context and what the overall end result is. 

Under the direction of the Nurse Manager, the Cook operates the Continuing Care Facility 

kitchen, develops menus in accordance with Nunavut’s Food Guide and direction from the 

Dietician/Nutritionist, assists in purchasing and maintaining an inventory within budgetary 

guidelines, and functions as a member of the health care team while demonstrating respect for 

the traditional and individual values of the residents, their families and the community being 

served. 

 

3. SCOPE 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

The Cook is responsible for the day to day provision of all meals and snacks for the Continuing 

Care Centre.  The Cook must have a good knowledge of food preparation, cooking procedures 

and serving skills.  The Cook must have a working knowledge of purchasing and inventory 

control, safe food handling and storage procedures and maintaining a safe working environment. 

 The Cook must have an interest in providing health, appetizing meals for residents whom have a 

variety of disabilities and dietary needs.  The position has direct impact on the physical health of 

the residents, and the public’s perception of the quality of services provided.  This position 

requires shift work, including weekends and statutory holidays as the facility operates on a 24/7 

basis year round. 

 

4. RESPONSIBILITIES 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

The Cook prepares and serves meals in order that daily food requirements of residents are met in 

accordance with established dietary standards by: 

 Developing a menu plan (one to four weeks) for the facility using resources such as the 

Nunavut Food Guide in consultation with the Regional Dietician and/or Regional Nutritionist 

 Portioning and preparing raw food products according to menu and resident number 

requirements 

 Preparing and cooking soups, main courses, salads, desserts and snacks using standardized 

menu plans and recipes 

 Utilizing basic math skills to ensure recipes suit the number of individuals being service 
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 Preparing special diets as required incorporating country foods into the menu whenever 

possible 

 Preparing food trays for delivery to resident in bed 

 Service prepared food to residents according to portion standards 

 Supervising and training support and relief staff in basic food preparation, cleanliness and 

food service procedures in order to ensure safety in the kitchen 

 Instructing support and relief staff in the safe operation of equipment 

 Safely storing and controlling access to dangerous or contraband items, such as knives, 

extracts, etc. and searching the kitchen area on a regular basis for contraband 

 Following security procedures in such areas as the storage of keys, area access, etc. 

 Providing input to and ensuring compliance with policies and procedures for all dietary 

operations such as safe food handling and storage, operating equipment etc. 

 Developing and implementing a cleaning schedule that ensure health standards are 

maintained 

 Developing and implementing a cleaning schedule that ensure health standards are 

maintained as specified by the Environmental health Officer and in accordance with the 

Nunavut Health Act 

 Ensuring that proper storage procedures are followed for food supplies 

 In consultation with the Regional Dietician, is responsible for creating and maintain an 

inventory system for food and cleaning supplies in the kitchen 

 Assisting with preparing a budget of food and cleaning supplies 

 In consultation with the Regional Dietician, ordering and storing chemical cleaners for the 

kitchen 

 Ensuring WHMIS standards are maintained concerning the safe and appropriate storage and 

utilization of cleaning supplies 

 Performing other duties as requested or required 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviors and may cover manual aspects required to do a job.  Abilities describe natural talents 

or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

 Grade 8 

 Minimum of 1 year experience in a commercial or institutional kitchen as a cook 

 Completion of a Food Safe Program 

 Completion of a Nutrition Program 

 Ability to implement a menu plan for the facility 

 Ability to plan meals that meet a variety of individual resident dietary needs and they 

Nunavut Food Guide 

 Knowledge of purchasing and inventory control 

 Strong organization skills 

 Strong interpersonal skills 

 Basic math skills 

 Standard First Aid and CPR 
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6. WORKING CONDITIONS  

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

Physical Demands 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 Frequent daily lifting and carrying heavy equipment and food supplies 

 Lifting and bending 

 Long periods of time standing daily 

Environmental Conditions 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 Possible exposure to infection and disease 

 Potential exposure to verbal abuse and physical abuse 

 Exposure to chemicals and substances 

 Exposure to heat, hot products/equipment and sharp instruments 

 

Sensory Demands 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgments to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 Position requires use of all five senses 

 Exposure to hazardous and.ir toxic chemicals and substances 

 Based on sensory perceptions, must make accurate judgments calls i.e. smell of smoke, water 

too hot 

 

Mental Demands 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 Must consistently prioritize tasks and be flexible in performing work in a fast paced 

environment based on the immediate or urgent needs of the residents, staff or facility 

 Providing services in a facility where residents may be in declining health 

 Stress can result from exposure to residents dying 

 Working in an interdisciplinary team 

 Working in a fast production environment, must meet work deadlines i.e. meal times 

 Management of confidentiality in a small community 
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7.  CERTIFICATION 
 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

8.  ORGANIZATION CHART 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


