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Community Human Services




Job Title:  Food Programs Manager (Part Time, Non-Exempt) 
Programs:  Food Pantry, Summer Meals
Reports to:
Associate Executive Director
Job Category:
Manager

Oversee activities for one or more programs for the organization.  Often engaged in program client communication.  May be responsible for establishing and managing partnerships with public and private organizations, training staff and volunteers and reporting on program outcomes.  Duties include research, correspondence, mailings, filing, in-putting data, budgeting and maintaining program databases.  May supervise up to five (FTE) staff.

Pay Range:
Hourly rate $21.54 – $23.59 
Job Summary:  The Food Services Manager is responsible for the management of the Karyl’s Kupboard Food Pantry and the Free Summer Meals programs as well as any hunger initiatives of the Agency.  The manager oversees staff and volunteers and works collaboratively with sponsored and partner organizations throughout the community.  Works 20-25 hours per week. 
Duties and Responsibilities:  

· Facilitates client use of Food Pantry and Holiday food programs.

· Maintains Food Pantry databases 

· Orders and purchases food supplies to maintain stock within budget
· Coordinates donations for the pantry, and works with donor groups and individuals on donation drives

· Recruits, trains, and manages Volunteers for food pantry services

· Represents agency at coalition meetings, conferences, and events

· Coordinates summer feeding program sites throughout the county, working with sponsored and partner agencies
· Responsible for all documentation required for state oversight of free summer meals; application, daily weekly and monthly documentation and audit documentation requirements. 
· Orders food supplies and works with vendors on food delivery and distribution

· Recruits, hires, and manages staff and volunteers for agency summer meals sites

· Coordinates weekend backpack program

· Completes reporting requirements per agency and funders to track data regarding all services provided

· Completes and documents a minimum of 10 hours of job-related training per year.
· Maintains orderly and clean environment in office and pantry

· Ensures food services comply with regulatory and safety requirements

· Assist with Clifton Park office coverage as needed.

Telecommuting and Remote Policy:

Generally, work from home is not a viable option as this position requires significant program management responsibilities with the Food Pantry, which is an active and busy essential service.  The position considerable hands on work on site, and traveling to summer meals sites. Working from home will be considered in unusual circumstances and only when the Executive Director approves such a request.
Skills Required to Perform the Job: 

· Ability to work with a diverse group of people in a professional manner and function as part of a team.
· Pleasant and respectful demeanor.
· Ability to organize and prioritize work.

· Ability to handle multiple phone lines.
· Ability to lift and carry a maximum of 50 pounds.
· Working knowledge of Microsoft Office and the internet.

Qualifications:  

· High School Diploma or equivalency.

· Valid NYS Driver’s License, acceptable to agency vehicle insurance standards
Employer Disclaimer: 

· Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their director supervisor.  
· This job description does not create an employment contract, implied or other than an “at will” employment relationship.
Employee Signature:_______________________________   Date:_____________

Supervisor Signature:______________________________   Date:_____________ 
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