
 

 Visit Cowley-Works for more Job Opportunities near you!   
  

  

Dining Services Assistant/Dietary Aide 
  

Employer   
Presbyterian Manor  

1711 N 4th  
Arkansas City, KS 67005  

620-442-8700  
  

About Us   
  

Here at Ark City Presbyterian Manor, we have a special culture of learning, growth, and 
engagement. This culture starts with our friendly team members. Everything we do is about 
providing a great experience for our residents and is rooted in our heritage as a faith-based, 
not-for-profit organiza�on. We have a wonderful, caring and long-tenured team, and we’re 
always looking for the next addi�on to join us.  
  
Be EMPOWERED to ac�vely par�cipate in the lives of our residents and their families. Join the 
PMMA team to provide the best quality of life and care for our residents!  

Posi�on Type: Part-Time and Full Time  
Schedule: Various Shi�s 
 
Posi�on Summary:  
This posi�on is responsible for providing assistance in all dining services func�ons in accordance 
with established policies and procedures.  Works diligently to ensure that every resident 
receives the highest quality and excellent dining experience with each meal.  Advances the 
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value that the resident comes first.  The employee values the Community as the residents’ 
home and works to create atributes of home and models person centered care.  
  
Overall Requirements of Posi�on:  

• Comprehends the du�es and responsibili�es of the posi�on. 
• Carries out the du�es and responsibili�es of the posi�on in a professional manner. 
• Adapts to changes in the workplace with ease. 
• Meets the needs of the work schedule (promptness, atendance), unless otherwise 

excused, and makes appropriate use of �me while at work. 
• Follows established safety protocols as appropriate for posi�on and/or loca�on. 
• Customer Service du�es are exhibited through promptness, accuracy, empathy, clarity, 

tone and appropriateness with non-PMMA staff (i.e., residents, resident families, outside 
community, vendors, etc.). 

• Communica�on du�es are exhibited through promptness, accuracy, empathy, clarity, 
tone and appropriateness with PMMA staff. 

• Provides and ini�ates, crea�ve, prac�cal problem-solving recommenda�ons and/or 
takes the ini�a�ve to appropriately enhance job du�es or area. 

• Works well with others, assists others when needed or asked and appropriately lends 
support to others even when not asked.  Recognizes all team members in their efforts to 
provide person centered care. 

• Appropriately uses property, supplies and produc�vity during work �me. 
• Represents and demonstrates the PMMA mission while carrying out job du�es. 
• Atends training and or development programs as appropriate to meet or enhance 

current job or career knowledge. 
• Performs addi�onal du�es as reasonably assigned. 

Essen�al Du�es and Responsibili�es of Posi�on:  
• Prepares dining room(s) for meal service and events, ensuring availability of service 

items and condiments. 
• Sets up and delivers food carts and supplies as instructed. 
• Serves meals and prepares meal trays that are appe�zing in appearance and in 

accordance with established por�on control procedures. 
• Cleans kitchen and dining areas a�er meal service, (i.e., clearing tables, washing dishes, 

cleaning equipment and surfaces, sweeping and mopping floors, disposing of trash, etc.), 
in accordance with established policies, procedures and prac�ces. 

• Ensures the availability and proper storage of clean services items, condiments, snacks 
and other stock items for the next meal service. 

• Assists cook in meal prepara�on as requested. 
• Monitors residents entering the dining room and assists them to a seat if needed. 

• Acknowledges residents when they enter and greets residents at the beginning of the 
dining service. 

• Consistently follows the Gracious Dining meal delivery step sequence in a friendly and 
caring manner. 



 

• Effec�vely communicates with residents, guests, and other members of the dining room 
and kitchen staff to ensure the highest level of service is delivered in a �mely manner. 

• Completes paperwork and documenta�on per policy and procedure (i.e., food temps, 
chemical use, etc.).  

• Completes daily and other scheduled cleaning du�es in accordance with policies and 
procedures.  Maintains cleanliness of work areas.  

• Serves foods for special events.  
• Assists in maintaining food storage areas and labels and disposes of food and waste in 

accordance with established policies and procedures.  
• Advances the value that residents come first by repor�ng accidents, incidents, resident 

complaints and changes in the resident’s condi�on to the supervisor.  
• Follows established universal precau�ons, safety and sanita�on protocols and 

regula�ons.  This includes proper clean-up, washing, storing of items, disposal of 
personal protec�ve equipment or handling of hazardous materials.  Reports 
occupa�onal exposures to blood, body fluids, infec�ous materials and hazardous 
chemicals to the supervisor.  Follows established isola�on precau�ons and protocols.  
Reports missing/illegible labels and SDS’s to the supervisor.  Adheres to fire, smoking, 
equipment and safety policies and procedures.  

• Protects the residents and PMMA by not disclosing or using resident health informa�on 
for any purpose other than treatment for the resident, payment and opera�ons.    

• Immediately no�fies supervisor if a resident is leaving/missing from the Community.  
• Values and respects the choices and preferences of residents and works to create 

atributes of home, with emphasis on person centered care.      
• Upholds resident rights and confiden�ality.  Creates and supports a physical 

environment which is accessible and supports privacy, independence and comfort.  

 Educa�on, Experience, and/or Training:  
• High school diploma or equivalent desired.  
• Previous dining services experience at a senior living community desired.  

Special Knowledge:  
• Experience with regular and texture modified diets desired 

 
Skills and Abili�es:  

• Must be able to read, write, speak and understand the English language. 
• Must possess the ability to make independent decisions when circumstances warrant 

such ac�on. 
• Must func�on independently when necessary, demonstra�ng flexibility, personal 

integrity and the ability to work effec�vely with the residents, staff and support 
agencies. 

• Must possess the ability to deal tac�ully with staff, residents visitors, government 
agencies, personnel and the general public. 

• Must be knowledgeable of dietary prac�ces and procedures. 
• Must be able to take instruc�on and follow direc�ons. 



 

• Must have pa�ence, posi�ve disposi�on and enthusiasm, as well as the willingness to 
handle difficult situa�ons. 

• Must be able to relate informa�on concerning a resident’s condi�on. 
• Must not pose a direct threat to the health or safety of other individuals in the 

workplace. 
  
Physical or Mental Demands:  

• This posi�on is classified as Medium Work for physical exer�on requirements.  Medium 
work involves li�ing no more than 50 pounds at a �me with frequent li�ing or carrying 
of objects weighing up to 25 pounds.     

• Periods of prolonged si�ng, standing, bending, stooping, squa�ng, reaching above, at 
or below shoulder level, kneeling, crouching and twis�ng may occur.  

• Must meet the general health requirements set forth by the policies of this Community 
that may include a medical and physical examina�on.  

• May be necessary to assist in the evacua�on of residents during emergency situa�ons.  
• Moves intermitently during working shi�.  
• Is subject to frequent interrup�ons.  

Working Environment:  
• May work beyond normal working shi�, and/or subject to call back, when necessary and 

in other posi�ons, temporarily, when needed.  
• Is subject to injury from falls, burns from equipment, odors, etc., throughout the work 

shi�.    
• Is subject to exposure to dust, disinfectants, chemicals, and other air contaminants.  
• May be exposed to illnesses and diseases, including Tb and the AIDS and hepa��s B 

viruses.   

Risk Exposure to Blood/Body Fluids: 
• It is highly unlikely that while performing the essen�al func�ons of this posi�on you will  

be exposed to blood or body fluids. 

Benefits: 
• Nursing Loan Payment Program 
• Educa�onal Assistance Scholarship Program 
• Paid Time Off 
• Health, Dental and Vision Insurance 
• Con�nuing Educa�on Units 
• 403(b) Re�rement Plan 
• Life Insurance / AD&D 
• Short-term Disability 
• Long-term Disability 
• Employee Assistance Program 
• Employee Discounts at Various Retailers 
• Employee Referral Bonus Program 



 

• Group Cri�cal Illness Insurance 
• Accident Insurance 
• Hospital Indemnity Insurance 

Applica�on Instruc�ons  
• Start Your Career Today! Apply Online at htp://www.arkansascitypresbyterianmanor.org.  
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