GARRARD COUNTY SCHOOLS
Job Description

CLASS TITLE: FRAM COORDINATOR  
REPORTS TO:  Director of Pupil Personnel 			
EXEMPT STATUS: Exempt   
APPROVED:    

BASIC FUNCTION:  
Responsible for overseeing the administration and processing of free and reduced-price meal applications to ensure compliance with federal, state, and local regulations. This position maintains accurate student eligibility records, assists families with the application process, and works closely with school and district staff to ensure eligible students receive meal benefits in a timely manner. 

REPRESENTATIVE DUTIES:

· Process and review free and reduced-price meal applications to determine student eligibility in accordance with federal and state guidelines.
· Maintain accurate records of student meal benefit eligibility and ensure all documentation is securely stored and updated.
· Assist parents and guardians with completing applications and answer questions regarding eligibility requirements and program benefits.
· Monitor compliance with all applicable regulations, policies, and procedures related to the National School Lunch and Breakfast Programs.
· Generate and submit reports required by district, state, and federal agencies regarding student meal eligibility and participation.
· Coordinate with school administrators, food service personnel, and district staff to ensure timely communication of eligibility information.
· Conduct verification activities and audits as required to confirm the accuracy of applications and supporting documentation.
· Provide training and guidance to school personnel regarding free and reduced-price meal application procedures, confidentiality requirements, and program updates.


KNOWLEDGE AND ABILITIES:

	KNOWLEDGE OF:
· Methods, practices, and procedures of school district record management;
· Operation of manual and computer-assisted record management systems;
· Modern office practices, procedures, and techniques;
· Organization and planning methods, trends, techniques, and practices.


	ABILITY TO:
· Read, interpret, and implement technical service manuals for the system.
· Maintain records related to work performed.
· Establish and maintain cooperative and effective working relationships with others. 
· Analyze situations accurately and adopt an effective course of action. 
· Work independently with little direction. 


PHYSICAL DEMANDS
· Work is performed while standing, sitting, and/or walking 
· Requires the ability to communicate effectively using speech, vision, and hearing 
· Requires the use of hands for simple grasping and fine manipulations 

Reasonable accommodation may be made to enable a person with a disability to perform the essential functions of the job.

REQUIREMENTS:
This is a supplemental position to be filled by a current employee. 
