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JOB DESCRIPTION 

 

Job Title: CH&N Specialist 

Department: Child Health and Nutrition 

Reports To: Child Health and Nutrition Program Manager 

FLSA Status: Non-Exempt 

Supervisory 
Responsibilities: 

None 

 
Position Summary:  The Child Health and Nutrition (CHN) Specialist is responsible for implementing 
CHN training and for monitoring the child care providers on the Child and Adult Care Food Program 
(CACFP). The CHN Specialist is also responsible for assisting in the coordination of community and 
agency activities related to the CACFP.  

 

Essential Duties and Responsibilities: To perform this job successfully, an individual must be able to 

perform the following satisfactorily; other duties may be assigned. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
A. Child and Adult Care Food Program 

1. Provide nutrition education training and technical assistance to participating CACFP family 

child care providers, the broader child care community and parents.  
2. Visit, track, and monitor client facilities and ensure compliance with Federal, State and 

program guidelines. 
3. Develop nutrition education and training curriculum for children and providers, which 

promotes sound nutrition principles. 
4. Review monthly client reports for compliance with CACFP meal reporting requirements.  
5.       Provide technical assistance to participating CACFP providers to facilitate successful 

compliance with CACFP regulations.  
6.         Outreach to newly licensed providers and non-participating family child care homes. 
7.  Enroll licensed and Trustline providers onto the CACFP. 

  
 

B. Child Health and Nutrition 
1. Keep abreast of all health training and child health requirements for child care providers, 

including, but not limited to Americans with Disabilities Act and immunization requirements. 
2. Serve as a resource and clearinghouse for CACFP and general child health and nutrition 

information. 
3. Provide technical assistance and consultation to child care providers, parents, agency staff 

and the community on the CACFP and child health and nutrition issues. 
4. Coordinate existing community health training resources and disseminate information to 

CACFP participants. 
 
 
 
 

C. General 
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1. Participate in Licensing Orientation and Start-Up meetings to provide CACFP information 
and resources as assigned.  

2. Attend meetings and conferences and community events to do outreach and network with 
the community, as assigned.  

3. Coordinate and maintain resources to be disseminated to providers, for the website and in 
the Public drive. 

4. Research and produce monthly newsletter articles as assigned. 

 
 

Secondary Duties: 
1. Assume responsibility for related special projects as assigned 

 
 
The above statements are intended to describe the general nature and level of the work being performed by people assigned 
to this work. This is not an exhaustive list of all duties and responsibilities. CocoKids management reserves the right to amend 
and change responsibilities to meet business and organizational needs as necessary. 
 

 
Minimum Education & Qualifications:  To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 

A. Formal Education: 

• BA, BS in related field, preferred 
 

B. Practical Experiences: 

• Minimum three years’ experience in child health and /or nutrition, child development or related field, 
preferred 

• Excellent communication, organizational, oral and writing skills 

• Ability to work and communicate with diverse cultural and socioeconomic groups, and differently-
abled individuals 

• Knowledge of federal child nutrition programs(s) preferred 

• Knowledge of Community Care licensing regulations for Family Child Care preferred 

• Ability to plan and prioritize work to meet deadlines 

• Ability to work independently, accept supervision and to work as part of a team 

 

C. Technical Qualifications OR Specialized Certification: 

• Computer knowledge/skills:  Microsoft (Word, Outlook, PowerPoint, Microsoft Teams, Excel), Virtual 
platforms such as Zoom and Google Classroom  

• Ability to read and interpret documents such as safety rules, procedure manuals 

• Ability to write routine reports 

 

D. Language, Mathematical and/or Reasoning Ability: 

• Bi-lingual Spanish or other language, preferred 

• Willingness to work flexible hours including some evenings and weekend events  

 

E. Certificates and Licenses: None 

 
Other Job Requirements:   
 

DMV Background Check and Auto Liability Insurance Requirement: 
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• Periodic DMV background checks for driving record  
• Maintaining a valid CA driver’s license 
• Maintaining a current CA Evidence of Liability Insurance 
• Employee must sign a “Notice and Authorization for Motor Vehicle Report” form. 
• If an applicant is moving from out-of-state, the applicant must possess a valid California driver’s 

license within the California Department of Motor Vehicles (DMV) guidelines, normally within ten 
(10) days of an address change.  A copy of the new valid California driver’s license must be 
provided to Human Resources Department. 

• Employee must inform their direct supervisor and Human Resources representative immediately: 

• if his/her California driver’s license is denied, expired, suspended or revoked or 

• if ticketed for a moving violation by a law enforcement agency while operating motor vehicle while 
conducting CocoKids business. 

 
 
Work Environment:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 

• This position may be considered for a hybrid work option by working part-time in the office and part-
time working from home or engaging out in the community. 

 
 
Physical and Mental Demands:  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. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

• Employee is regularly required to stand; sit; walk; and use hands to finger, handle or feel.  The 
employee is frequently required to reach with hands and arms, stoop, kneel, crouch, talk or 
hear.  The employee must occasionally lift and/or move up to 20 pounds, operate a motor 
vehicle.   

• This job operates in a clerical office setting. This role routinely uses standard office equipment such 
as computers, phones, photocopiers, filing cabinets and fax machines.  

• Ability to meet the requirements of daily attendance on the job for full continuous eight-hour days (f/t 
employee), or depending on your employment status 

•  Willingness to work flexible hours including occasional evening and weekend events  

• Ability to work under pressure and meet deadlines 

• Reliable transportation, valid California driver’s license and insurance 

 
 
The above job description is not intended to be an all-inclusive list of duties and standards of the 
position.  Incumbents will follow any other instructions, and perform any other related duties, as 
assigned by their supervisor. 
 
 

 
 

  


