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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT 
ANSWERS TO VENDOR QUESTIONS 

POSTED 2/15/17 
 
 

Q1: Please provide sales for the period ending 6/30/16 by department (i.e. new text,  
    used text, text rentals, supplies, clothing, gifts, convenience, etc.) and by store.  

A1: See attached detail Income Statements for each store.  
 

Q2: Are sales from the Roadrunner Cafe and coffee/bakery area included in the Crafton   
    Hills store 1.5m total for year ending 6/2016? 
 
A2:  No. 
 

Q3: If not, what were those sales, and will they be part of the overall sales operated by     
     the contractor? 
 
A3:  Those sales are not part of the Bookstore. 
 

Q4: What was the total "pass through" revenue for year ending June 30, 2016? 
 
A4:  See attached detail Income Statements for each store. 
 

Q5: Please clarify the roles and responsibilities of the Food Service Specialist and 
    Cafeteria Manager as they relate to the overall operation of the Crafton Hills 
    Bookstore. 
 
A5:  Food Service Specialist stocks and sells snacks and packaged foods.  Cafeteria Manager is used as 
the Bookstore Supervisor/Assistant Manager. 
 

Q6: What percentage of time do the 2 positions stated above spend on "Bookstore" 
     related tasks? 
A6:  100% 
 

Q7: Please provide current job descriptions for the Food Service Specialist and Cafeteria 
     Manager positions. 
 
A7:  See attached job descriptions. 
 

Q8: What is the current prevailing wage rate for student employees? 
 
A8:  $10.50/hr. 
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Q9: Please provide a current organization chart for each store. 
 
A9:  See attached organization charts. 
 

Q10: What were total discounts for the ASB 5% off program for year ending June 30, 
     2016? 
 
A10:  See sales discounts on attached detail Income Statements for each store. 
 

Q11: Please describe the components of "Rental Income" for fiscal year ending June 
    2016. 
 
A11:  Book rentals. 
 

Q12: How many POS registers are used during the first week of Fall Classes (per store)? 
 
A12:  SBVC = 7; CHC = 4 
 

Q13: What is the current new textbook gross margin? 
 
A13:  SBVC = 15.2%; CHC = 13.4% 
 

Attachments are included on the pages below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



























SAN BERNARDINO COMMUNITY COLLEGE DISTRICT 

FOOD SERVICE SPECIALIST 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the 
class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties 
will be reasonably related to this class. 

SUMMARY DESCRIPTION 

Under direction, leads, oversees, and participates in the more complex and difficult work of staff 
responsible for performing a variety of tasks in the efficient operation of the food service program; 
coordinates a food service operation; maintains inventory; assists in food preparation and serving; and 
trains and provides work direction to assigned staff and student helpers. 

This is the advanced journey level class in the Food Service Worker series. Positions at this level are 
distinguished from other classes within the series by the level of responsibility assumed and the 
complexity of duties assigned. Employees perform the most difficult and responsible types of duties 
assigned to classes within this series including the provision of lead supervision over Food Service 
Workers. 

REPRESENTATIVE DUTIES 
The following duties are typical for this classification. 

1. Leads, plans, trains, and reviews the work of staff responsible for performing a variety of tasks in the 
efficient operation of the food service program including setting up serving areas, setting up steam 
tables and ice trays, and setting out food and beverages; plans, organizes, and implements activities of 
assigned food service area; maintains attendance records; adjusts schedules and assignments. 

2. Trains assigned employees and student helpers in their areas of work including proper food service 
methods, procedures, and techniques; instructs others in food preparation. 

3. Supervises the use, care, and operation of food service equipment including grinders and slicers. 

4. Verifies the work of assigned employees for accuracy, proper work methods, techniques, and 
compliance with applicable standards and specifications; ensures adherence to safe work practices 
and procedures. 

5. Unlocks and opens doors, turns on lights, and starts ovens as assigned; locks doors and ensures 
security of buildings as necessary. 

6. Operates and/or oversees the operation of the cash register, trains others in cash register procedures 
and operation; accounts for register receipts; counts money; opens and/or closes register. 

7. Oversees and participates in preparing and serving a variety of foods; maintains food service facility 
in accordance with health and sanitation standards. 

8. Maintains and/or ensures work areas are maintained in a sanitary manner; removes and stacks dirty 
dishes; washes and cleans steam tables; cleans sink and eating surfaces; sweeps and mops; cleans and 
stores utensils, pots, coffee urns, trays and kitchen equipment, 

9. Operates a variety of modern kitchen equipment including slicer, grinder, grills, deep fryer, 
dishwashers, and related equipment. 

10. Prepares food for special events; sets up delivery trays for special events. 



SAN BERNARDINO COMMUNITY COLLEGE DISTRICT 
Food Service Specialist (Continued) 

11. Maintains inventory of food and supplies; informs manager when inventory is low; places orders 
through main office or directly to vendor; inspects foods for standards of quality. 

12. Maintains a variety of records and reports including inventories, sales reports, invoices, and purchase 
orders. 

13. Responds to inquiries in a courteous manner; provides information within the area of assignment; 
resolves complaints in an efficient and timely manner. 

14. Assumes responsibility for evening operation of facility. 

15. Perform related duties as required. 

QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned within a 
short period of time in order to successfully perform the assigned duties. 

Knowledge of: 
Operations, services, and activities of a food service program. 
Principles of lead supervision and training. 
Methods of assembling, preparing and serving foods in large quantities. 
Occupational hazards and standard safety practices. 
Standard kitchen utensils, equipment and appliances.  
Record keeping techniques. 
Safe work practices. 

Ability to: 
Lead, organize, and review the work of staff. 
Interpret, explain, and enforce department policies and procedures. 
Operate and clean food service utensils and equipment in a safe and efficient manner. 
Operate a cash register and make change quickly and accurately. 
Understand and follow oral and written directions. 
Work effectively under rush conditions.  
Assemble, prepare and serve a variety of food items in large quantities in a sanitary manner. 
Perform routine arithmetical calculations. 
Meet the physical requirements necessary to safely and effectively perform the assigned duties. 
Perform light manual work. 
Work independently in the absence of supervision. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective working relationships with those contacted in the course of work. 

Education and Experience Guidelines - Any combination of education and experience that would likely 
provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Education/Training: 
Equivalent to the completion of the twelfth grade. 

Experience: 
One year of experience in food preparation and/or food services. Some supervisory 
experience desirable. 
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Food Service Specialist (Continued) 

License or Certificate: 
Possession of, or ability to obtain, a food handlers certification. 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein 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 job functions. 

Environment: Work is performed primarily in a food cafeteria setting; exposure to sharp knives and 
slicers, very hot foods, equipment, and metal objects used in food services. Incumbents may be 
required to work evenings. 

Physical: Primary functions require sufficient physical ability and mobility to work in a food 
cafeteria setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, 
crouch, reach, grasp, and twist; to lift, carry, push, and/or pull moderate amounts of weight; dexterity 
of hands and fingers to operate food service equipment; and to verbally communicate to exchange 
information. 

Vision: See in the normal visual range with or without correction; vision sufficient to read printed 
documents; and to operate assigned equipment. 

Hearing: Hear in the normal audio range with or without correction. 

Board Approved:  
Johnson & Associates Revised: January 2007 



 SAN BERNARDINO COMMUNITY COLLEGE DISTRICT 

CAMPUS STORE SUPERVISOR 

SUMMARY DESCRIPTION 

Under direction of the Director of Bookstores, plan, organize, and supervise the Campus Store operations. 
Responsible for the convenience food department including ordering, receiving, invoicing, pricing and 
compliance with all Environmental Health standards/codes. Maintains efficient and profitable operations 
and positive customer relations. 

REPRESENTATIVE DUTIES 

1.  Recruit, employ, train and supervise a temporary work force to support the campus store services. 
Ensure the campus store runs smoothly and efficiently; resolve problems as necessary; assume 
responsibility of director in director’s absence. 

2. Performs varied and responsible duties in purchasing retail supplies for sale in the Campus Store; 
assures appropriate guidelines and policies are met and bookstore buying activities are appropriate 
and within budgetary limitations. Responsible for the convenience food department. 

3. Oversees and participates in vendor meetings; purchases and maintains stock levels of retail supplies; 
researches and places orders; processes purchase orders for non-textbook items; receives, unpacks, 
prices, and displays deliveries of supplies and convenience food products; evaluates prices and 
adjusts as needed. 

4. Communicates with vendors for information concerning damages and status of supplies as well as to 
resolve shipping, receiving, and special order deadlines, questions, concerns, or problems. 

5. Monitor compliance with environmental health laws and other requirements regarding convenience 
foods. 

6. Sets up and prepares all financial aid, scholarship programs, and campus charge accounts in the 
bookstore computerized system; downloads and transfers files for charge accounts; processes 
paperwork and verifies accounts; researches missing information as necessary. 

7. Assists in developing procedures for the maintenance of inventory control records; supervises the 
maintenance of such records. 

8. Develops and implements effective methods for displaying and advertising campus store items. 

9. Oversees and maintains non-textbook inventory categories for accuracy; stocks merchandise and 
maintains sales floor as necessary; adjusts inventory to keep accurate levels. 

10. Closes bookstore on a daily basis; counts registers, accounts for deposit monies and secures registers 
in the safe; sends credit card batches, gathers and secures accompanying paperwork; sets system 
servers for file saves, secures doors, safe, and alarm. 

11. Operates cash register and makes change; charges purchases for students on credit programs, 
modifying pricing when necessary; oversees refunds and exchanges, making adjustments as 
necessary. 

12. Responsible for annual inventory process; oversees organizing, counting, and inputting correct 
counts. 
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Assistant Bookstore Manager (Continued) 

13. Performs a variety of general accounting duties for the bookstore; processes and posts accounts 
payable invoices for non-textbook items; ensures timely payments of invoices and collection of 
amounts due; ensures NSF payments are collected through the retained vendor; sends necessary 
paperwork to the campus business office and maintains a variety of records. 

14. Operates a variety of office equipment including computer, printers/copiers, forklift, and pallet jack; 
maintains store equipment as necessary including troubleshooting problems at registers. 

15. Responsible for the maintenance and operation of the campus store Point of Sale System. Coordinate 
interface with the campus Datatel system and district systems. 

16. Supervise, train, and evaluate the performance of classified staff; interview employees and 
recommend appointments, transfers, reassignments, termination, and disciplinary actions; plan, 
coordinate, and arrange for appropriate training of subordinates. 

17. Provide direct support to the Director 

QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned within a 
short period of time in order to successfully perform the assigned duties. 

Knowledge of: 
     Merchandising principles and practices. 
      Purchasing principles and practices. 
      Retail accounting and business procedures and practices. 
      Inventory, stock control distribution practices. 
      Sales analysis and budget control. 
      Supervisory principles and practices. 
      District organization, operations, policies and objectives. 
      Applicable laws, codes, regulations, policies and procedures. 
      Customer relations and staff interaction.   

Ability to: 
      Plan, organize and direct the daily operations of a campus store. 
      Supervise and maintain campus store accounting records. 
      Train and supervise personnel. 
      Analyze situations accurately and adopt an effective course of action. 
      Communicate effectively both orally and in writing. 
      Establish and maintain effective working relationships with staff, students and the public. 
      Work independently with little direction. 

Education and Experience Guidelines  

Education/Training: 
Equivalent to the completion of two years (60 units) of college level coursework in 
accounting, business administration, public administration, or a closely related field. 

Experience: 
Four years of related campus store experience in the purchase and sale of supplies and 
convenience foods, two years of which must have been in a lead or supervisory capacity. 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully perform the 
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Assistant Bookstore Manager (Continued) 

essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential job functions. 

Environment: Work is performed primarily in a bookstore setting with frequent interruptions and 
distractions; extended periods of time viewing computer monitor; possible exposure to dissatisfied 
individuals; work at heights on ladders. 

Physical: Primary functions require sufficient physical ability and mobility to work in a campus store 
setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, 
and twist; to climb step stools or ladders to retrieve merchandise; to lift, carry, push, and/or pull light 
to moderate amounts of weight; to occasionally operate a forklift; to operate office equipment 
requiring repetitive hand movement and fine coordination including use of a computer keyboard; and 
to verbally communicate to exchange information. 

Vision: See in the normal visual range with or without correction; vision sufficient to read computer 
screens and printed documents; and to operate assigned equipment. 

Hearing: Hear in the normal audio range with or without correction. 

Range 1 








