
WARREN COUNTY PUBLIC SCHOOLS 

210 North Commerce Avenue Front Royal, Virginia 22630 

Phone (540) 635-2171 

 
Concession Manager 
Position Description 

 

LOCATION:  Various Schools 

JOB CATEGORY: Part - Time 

PAY GRADE:  Miscellaneous Scale 

FSLA: Non - Exempt 

IMMEDIATE SUPERVISOR: School Administrator(s) 
 

GENERAL DEFINITION AND CONDITIONS OF WORK 

The Concessions Manager is responsible for planning, coordinating, and overseeing concession 

operations for high school athletic events and other school-related functions. This position 

ensures safe, efficient, and compliant food service operations while supporting the school’s 

extracurricular programs through effective management of inventory, volunteers, and cash 

handling procedures. Work is performed under the supervision of the school administrator or 

athletic director, with adherence to local health regulations, school division policies, and Virginia 

High School League (VHSL) guidelines. 

This is a part-time, seasonal, or stipend position that may require evening and weekend hours in 

alignment with the school’s athletic and special event schedule. The work involves light to 

moderate physical effort, including standing for extended periods, lifting boxes or equipment up 

to 30 pounds, and operating within a fast-paced environment. The role also includes 

administrative duties such as ordering supplies, maintaining records, reconciling sales, and 

training volunteers or student helpers. 

ESSENTIAL FUNCTIONS/TYPICAL TASKS 

The minimum performance expectations include, but are not limited to, the following tasks: 

• Observes and promotes safe work practices and procedures. 

• Plans, organizes, and supervises concession operations for athletic events, tournaments, 

and school-sponsored activities. 

• Projects product needs and orders supplies for each event, ensuring adequate inventory 

while minimizing waste. 

• Establishes and maintains pricing structures to ensure affordability while generating 

funds to support school programs. 

• Manages financial operations of concessions, including preparing cash boxes, reconciling 

daily sales, making deposits, and maintaining accurate financial records. 



• Maintains bookkeeping records, tracks profits and expenditures, and provides regular 

financial reports to the athletic director or school administrator. 

• Monitors concession revenue and recommends strategies for increasing over-the-counter 

sales and operational efficiency. 

• Develops staffing schedules for events and coordinates volunteers, student helpers, and 

other concession workers. 

• Trains all staff and volunteers on cash-handling procedures, food safety, customer 

service, and proper equipment use. 

• Ensures proper sanitation and cleanliness of all concession areas, equipment, and storage 

before, during, and after events. 

• Maintains inventory controls and tracks usage to reduce waste and loss; submits orders 

and approves invoices for payment. 

• Reports equipment maintenance issues and coordinates with appropriate school personnel 

for repair or replacement needs. 

• Ensures compliance with VHSL guidelines and school policies related to fundraising and 

concession operations. 

• Serves as a liaison between school staff, athletic programs, vendors, and community 

volunteers to ensure smooth operations and positive customer experiences. 

• Supports school-wide expectations for student conduct and reinforces positive behavioral 

interventions during lunch periods. 

• Attends training sessions and meetings as required. 

• Complies with and supports all school and division policies and procedures. 

• Maintains appropriate professional boundaries with students. 

• Models respectful, inclusive, and non-discriminatory behavior at all times. 

• Performs other duties as assigned by the school administrator(s). 

KNOWLEDGE, SKILLS, AND ABILITIES 

• Knowledge of food service operations, inventory management, and basic bookkeeping or 

financial recordkeeping practices. 

• Knowledge of health and safety regulations related to food handling, preparation, and 

sanitation in a concession or food service setting. 

• Knowledge of customer service principles and techniques to create a positive experience 

for students, families, and event attendees. 

• Skill in supervising, scheduling, and training volunteers, student helpers, and support 

staff. 

• Skill in using basic financial tools (e.g., spreadsheets, calculators, point-of-sale systems) 

to track revenue and expenses accurately. 

• Ability to plan and manage concession operations across multiple events, including 

forecasting needs, maintaining supply levels, and preparing for high-volume service. 

• Ability to communicate clearly and professionally with school staff, vendors, volunteers, 

and the public. 

• Ability to handle customer complaints and resolve conflicts in a calm, courteous, and 

solution-oriented manner. 

• Ability to multitask and work efficiently in a fast-paced, occasionally high-pressure 

environment. 



EDUCATION AND EXPERIENCE 

• High school diploma or GED required; additional coursework or training in food service 

management or accounting preferred. 

• Prior experience managing or coordinating concession operations is strongly preferred. 

• Experience with basic bookkeeping, inventory tracking, and cash handling required. 

• Supervisory experience, particularly in a volunteer or school setting, is desirable. 

 
 

SPECIAL REQUIREMENTS 

• Must possess good moral character and serve as a positive role model both in and outside 

of the school environment. 

• Background check and tuberculosis screening required. 

• Completion of annual division-provided training related to student safety and 

supervision. 

PHYSICAL DEMANDS/REQUIREMENTS 

• Must be able to stand and walk for extended periods during events. 

• Must be able to lift and carry up to 30 pounds (e.g., cases of beverages, food supplies, 

equipment). 

• Must be able to bend, reach, and perform repetitive motions related to food preparation 

and service. 

• May be required to work evenings, weekends, and occasional holidays based on the 

school event schedule. 

• Must be able to operate standard concession equipment (e.g., warmers, grills, popcorn 

machines) safely. 

• Ability to work in environments with varying temperatures (e.g., kitchens, outdoor 

booths). 

 

EVALUATION 

Performance will be evaluated annually by the School Administrator(s) based on the 

effectiveness in fulfilling the duties and responsibilities outlined in this position description. 

 


