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Chico Natural Foods Co-op Job Description 

Prep Cook 
 

 

Goal: To assist the kitchen department in reaching daily production and sales goals.  

 

Pay Group: Level I FLSA Classification: Non-Exempt 

Department: Kitchen Reports To: Kitchen Manager 

Revision Date: 8/11/14         

Approved By:  

 

Summary of Responsibilities: In cooperation with other team members, prep ingredients for menu items 

displayed in deli cases.  Responsible for the daily production of grab and go sandwiches and assembly of 

simpler menu items.  Assist with packing items for deli cases, wash dishes and ensure a clean, safe kitchen 

work environment.  

 

ESSENTIAL JOB FUNCTIONS  

 
1. Food Preparation and Packaging 

 Quality - Work to maintain maximum product flavor, freshness, and food safety at all times. 

Understand and perform proper handling of perishable goods. 

 Productivity - Follow production schedule and menus provided by the Kitchen Manager.  Remain 

productive at all times; report to Manager or MOD at end of each shift to convey remaining 

department needs. 

 Team Work - Work efficiently being respectful of co-workers and shared equipment needs.  Assist 

team members in the completion of their work, as directed.  Maintain an awareness of 

surroundings in a fast-paced, multi-tasking environment. 

 Food Prep - Perform correct prep and follow recipes or procedures, balancing accuracy with 

efficiency.   

 Presentation - Neatly package product following established standards and accurately label 

products.  

 Stocking - Stock product and rotate merchandise ensuring shelf-tag accuracy and presentable 

signage.  

 Follow mark-down procedures and suggest ways to reduce waste.  

 
2. Cleaning and Organization  

 Wash dishes and equipment, as needed 

 Follow cleaning protocols for equipment 

 Work with the department Manager to establish the organization and safety of all work and 

backstock areas and ensure correct upkeep. 

 

3. Provide excellent customer service  

 Treat customers in a prompt, friendly, and attentive manner, offering help to customers when 

needed. 

 Familiarity with co-op policies and product locations to better answer customer questions. 

 

4. Contribute to a positive work environment 
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 Maintain a neat and well groomed personal appearance at all times.  

 Work in a positive, cooperative, and friendly manner with co-workers. 

 Set positive example for other coworkers. 
 
5. Other Tasks 

 Perform other tasks assigned by Manager 
 Participate in quarterly inventory, as needed 

 
 

GENERAL EMPLOYEE EXPECTATIONS: 
 

 Attendance  Arrive promptly for all scheduled shifts, mandatory trainings, and store meetings. 

Pre-authorize any tardiness or absences with your department supervisor. 

 Professional Presentation  Represent the store well at all times with neat attire, clean 

 

 Teamwork  Work as a team player by cooperating and maintaining a positive attitude with all staff 

and management.  Demonstrate constructive interaction, positive attitude, and respectful verbal 

and written communication. All staff in encouraged to help generate ideas and improve systems at 

CNFC. 

 On-The-Job Learning  Demonstrate understanding of the job and follow all department and 

store policies and procedures. Possess good level of job-related knowledge. Pursue learning 

experiences. Demonstrate ability to learn and grasp new concepts & methods.  

 Customer Service Greet all customers, employees, and vendors warmly and make eye contact. 

Perform all customer service at or beyond the expectations stated in the CNFC Customer Service 

Standards policy. Strive to improve the daily experience of customers and staff.  

 Volume of Work  Demonstrate strong work ethics and optimum performance. Utilize time 

management and organizational skills.  

 Quality of Work  Produce work with neatness, accuracy, thoroughness, attention to detail, and 

general effectiveness. Take the time to do it right and follow through to the end. Follow 

department and store policies & procedures. 

 Work Development  Develop and maintain a good working knowledge of all products in our 

store. Take time to learn about Co-ops, working members, services and membership at CNFC.  

 Dependability  Carry out instructions and fulfill responsibilities. Follow through on set plans and 

goals. 

 Focus  Work by prioritizing multi-tasks and maintaining focus on your duty-at-hand. Remain aware 

at all times of other store, customer, and staff needs. Always be friendly but focus conversations 

on work topics. Be attentive to department equipment and communicate problems or issues so it 

is maintained in good working order. 

 Initiative  Demonstrate resourcefulness, use ingenuity, and be proactive in getting things done 

while maintaining a pace that is productive, comfortable, and safe.  Ask superiors about extra 

g waste diversion 

guidelines and by consciously conserving energy, water, and resources. 

 Adaptability  Can be depended upon when pressures intensity. Able to remain calm despite 

irritation. Continue to be effective in the face (of lack) of change. 

 Judgment  Be tactful. Uses common sense and takes appropriate actions (e.g. asks questions 

when needed). Sizes up situations and determines rational decision. Maintains confidentiality. 

Takes appropriate initiative respecting authority, assigned responsibility and pre-determined 

priorities 

 Sanitation, Safety & Security  Maintain a safe work environment and work safely at all times. Be 

proactive in managing cleanliness and safety storewide. (e.g. Clean as you work, assist with 

customer spills, report hazards to supervisor, reduce clutter).  

security policies.  
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RESPONSIBILITY AND AUTHORITY:  

 

Equipment: Responsible for cleanliness and organization of work station and kitchen baking 

area.   

 

Financial: Indirect responsibility - It is important to double check recipes and measures for 

product quality. Careful attention to details must be paid when stocking the food 

to go case and must make sure to check expiration dates for freshness and 

product displays.  It is equally important to double check the prices posted for the 

customer.  Errors in pricing have the potential to cost the co-op income and/or 

irritate or lose customers.   

 

Supervisory:  None  

 

QUALIFICATIONS:  

 
To perform this job successfully, the individual must be able to perform each essential duty and 

responsibility in a safe and satisfactory manner, and the individual must be punctual and have a good 

attendance record, and have reliable means of transportation to work. The requirements listed below are 

representative of the knowledge, skill, and/or ability required.  

 

Knowledge and Skills 

  

 Minimum Education:    

 High School diploma or equivalent 

 -in the 1
st
 year) 

 Minimum Experience:    

 Prior food handling or cooking experience, preferred  

 Language Skills: 

 Ability to extend excellent customer service customers, staff, vendors, and community 

members. 

 Demonstrates professional presentation of self and Co-op products. 

 Read and interpret documents in English such as operating and procedure manuals and sales 

receipts.  

 Exceptional communications skills--active listener, ability to provide clear instructions. 

 Write routine reports and/or summaries in English.  

 Proper and professional use of the phone system. 

 Computer Skills: 

 Sufficient computer skills that will allow use, in a proficient manner, all Company-issued 

software programs, including but not limited to Microsoft Office programs and internet 

navigation. 

 Reasoning Ability: 

 Ability to multi-task and stay focused with minimal supervision.  

 Ability to respond to or manage difficult or emotional customer situations. 

 Ability to provide peer coaching with regards to policy adherence as needed.  

 Demonstrated objectivity, neutrality, calmness under pressure. 
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 Ability to work closely and cooperatively with others; Good team work and interpersonal skills 

 

 Possess good organizational skills, attention to detail, and ability to follow through on 

commitments. 

 Desirable Skills:  

 Ability to communicate in Spanish. 

 Familiarity with natural foods and special diets (vegan, vegetarian, etc) preferred; willingness to 

learn required  

 Willingness and ability to learn and grow to meet the changing requirements of the job 

 Demonstrated strong work ethic and optimum performance.  

 

Physical Job Description 

 

Typical Working Conditions: 

Employees will be standing for prolonged periods of time on a concrete or rubber mat floor.    May 

need to climb stairs to the upstairs offices use of Kitchen desk and office equipment.  Employee 

may have limited duration exposure to outside temperatures and conditions, which is dependent 

on the season. May have exposure to cold while in the walk-in refrigerator. Must be able to lift 

heavy grocery bags, boxes, and bulk special orders for customers. 

 

Equipment Used: 

Employee is responsible for the proper use of the kitchen equipment, including, but not limited to, 

pots, pans, stove, oven, knives, mixer, 3-compartment sink, shrink wrap, and storage equipment. 

This position may need to use additional office equipment such as the department computer and, 

occasionally, the copier and laminator. 

 

Essential Physical Tasks: 

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. While performing the duties 

of this job, the employee must be able to stand and walk for prolonged periods of time. The 

employee is constantly required to use hands to handle or feel; and reach with hands and arms, to 

grab supplies for example.  The employee must frequently lift and/or move up to 10 pounds with 

an occasional need to lift and/or move between 25 to 50 pounds. There may be the occasional 

need to climb, stoop, kneel, or crouch and rarely crawl, for example bending from the waist or bent 

legs to reach lower shelves.  The employee must have peripheral vision and depth perception to 

accommodate the shared work space and needs for safe equipment use. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions.   

 

 

 

 

 

Analysis of Physical Demands 
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Key (Based on typical week): 

N= Never 

R= Rarely (less than 1 hour per week) 

O= Occasional (1% - 33% of time) 

F= Frequent (34% - 66% of time) 

C= Constant (over 66% of time) 

 

Activity Frequency Activity Frequency 

 N R O F C  N R O F C 

Lifting / Carrying      Twisting / Turning      

Under 10 lbs.     X Reach over shoulder            X   

11  20 lbs.    X  Reach over head   X   

21  50 lbs.   X   Reach outward    X  

51-100 lbs.  X    Climb   X   

Over 100 lbs. X     Crawl  X    

      Kneel   X   

Pushing / Pulling      Squat   X   

Under 10 lbs.     X Sit   X   

11  20 lbs.    X  Walk  Normal Surfaces     X 

21  50 lbs.   X   Walk  Uneven Surfaces    X  

51  100 lbs.  X    Walk  Slippery Surfaces   X   

Over 100 lbs. X     Stand     X 

      Bend    X  

Driving            

Automatic Trans. X           

Standard Trans. X           

            

Other            

Keyboard / Ten Key   X         

Fingering  (fine dexterity)  X          

Handling  (grasping, holding)     X       

Repetitive Motion  Hands    X        

Repetitive Motion  Feet   X         

Cutting/Chopping w/ Knife    X  ________________________      

 

 

 

 
 

 

 

 

 

 

 


