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Leadership Team Application

Position Title: Operations Manager
Start Date: August 30th, 2010 (but if possible, early-mid August)

Application Submission Deadline: July 30th, 2010

Pay Rate: 
Please save document as OpMan_jhedID.doc and send to: ckjhu@campuskitchens.org
Description:

The Operations Manager oversees the basic in-kitchen and delivery operations of the Campus Kitchen at JHU, and ensures that these basic operations run smoothly.  He or she designs and manages the operations schedule, communicates this schedule with Cooking and Delivery Shift Leaders, and acts as the primary liaison between Volunteer Relations and Shift Leaders.  The Operations Manger also must work with Shift Leaders to ensure that all supplies needed for a particular shift are on site by the time of the shift.  All operational designs are made collaboratively by the Operations Manager, Shift Leaders, the Directors of Volunteer Relations, and the Directors of Community Relations.  For more information about the Campus Kitchen at JHU, please visit www.campuskitchens.org/schools/jhu.
Goals:
· Design cooking & delivery shift calendars by the first end of the first month of each semester.
· Ensure smooth operations and data collection for the two semesters.
Responsibilities will include:
· Managing a calendar that maps out cooking and delivery shifts for each semester, listing Shift Leaders, location of shift, and recipient of delivery

· Working with Volunteer Relations and Shift Leaders to determine the best days for volunteer shifts

· Working with Food Resourcing to determine a necessary food-use schedule

· Working with Community Relations to determine the delivery needs and schedule
· Stocking the kitchen/pantry with necessary supplies for cooking shifts or communicating with other LT members about kitchen needs
· Monitoring In-Kitchen paperwork (on netbook)

· Attending Leadership Team meetings
Qualifications:

· Passionate about food and food  justice
· Well-organized and proficient at time-management

· Must have a driver’s license, and van certification is preferable
· Self-motivated

· Creative and adaptable

Johns Hopkins University Application for Student Employment
Section 1: Basic Information
	Full Name:       
	Social Security (Last 4 digits):      

	Local Address:      
	Local Phone:      

	Permanent Address:      
	Home Phone:      

	Email:      
	Major(s):      


	Class Standing for 2010-2011:     Freshman FORMCHECKBOX 
     Sophomore FORMCHECKBOX 
     Junior FORMCHECKBOX 
     Senior FORMCHECKBOX 


	Enrollment Status:      Full Time FORMCHECKBOX 
     Part Time FORMCHECKBOX 



Please State Available Time for Work (between 9 AM and 10 PM):

	Mon
	Tues
	Wed
	Thurs
	Fri

	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


	Sat
	Sun

	AM
	PM
	AM
	PM

	     
	     
	     
	     


	How many hours per week do you wish to work? (19.9 hrs/wk max. during the academic semester):      

	When will you be available (minimum Fall and Spring semesters)?   

Fall FORMCHECKBOX 
      Intersession FORMCHECKBOX 
     Spring FORMCHECKBOX 
     Summer FORMCHECKBOX 


	What is the earliest date that you will be available in Fall 2010?      

	Have you been employed by Johns Hopkins University previously?    Yes FORMCHECKBOX 
        No  FORMCHECKBOX 


	If Yes, Are you currently working for JHU?  Yes FORMCHECKBOX 
   No FORMCHECKBOX 
   Paid Hourly FORMCHECKBOX 
  (Salary     )

	Are you a Federal Work-Study recipient (required)?   Yes FORMCHECKBOX 
       No FORMCHECKBOX 


	Are you a U.S. citizen?  Yes FORMCHECKBOX 
       No FORMCHECKBOX 



Section 2: Experiences and Qualifications
*This section may be substituted by a RESUME that includes the following information: Relevant paid or volunteer work experiences, Special Skills, and Co-Curricular Activities.  Please see sections A through C for details.  If you attach a resume, you may skip to Section 3.
A. Relevant paid or volunteer work experiences:
1. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


2. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


3. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


4. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


5. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


6. 

	Employer/Department:      
	Position:      

	Address:      
	Phone:      

	Supervisor:      
	Dates of Employment:      

	Job Duties:      


B. Please list any Special Skills you have that may be applicable to this position:
	     


C. Co-Curriculum Activities:

1.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


2.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


3.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


4.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


5.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


6.

	Group/Organization:      
	Date:      

	Activity/Level of Involvement:      


Section 3: References
1. 

	Name:      
	Phone:      

	Relationship:      


2. 

	Name:      
	Phone:      

	Relationship:      


3.

	Name:      
	Phone:      

	Relationship:      


I authorize you to contact my former employers and or references:   Yes FORMCHECKBOX 
        No FORMCHECKBOX 

Section 4: Person to contact in case of emergency
	Name:      
	Phone:      

	Relationship:      


Section 5: Short Responses
1. Please write a brief personal statement that explains your understanding of and involvement with food justice.  Be sure to include your motivation for applying for this particular position.
	     


2. Why do you believe you would be a strong candidate for this position?
	     


Signature: PLEASE TYPE YOUR NAME
Date:      
Date of Last Application Update: April 19, 2010

The Johns Hopkins University does not discriminate on the basis of race, color, gender, religion, sexual orientation, national or ethnic origin, age, disability or veteran status in any student program or activity administrated by the university or with regard to admission or employment. Defense Department discrimination in ROTC programs on the basis of sexual orientation conflicts with the university policy. The university is committed to encouraging change in the Defense Department policy. Questions regarding Title IV, Title IX and Section 504 should be referred to Mr. Ray Gillian, Asst. Provost & Director of The Office of Equal Opportunity and Affirmative Action Programs, Garland Hall, Suite 130, (410) 516-8075. The Student Employment Office shares the University's commitment of nondiscrimination in employment practices.
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