
Volunteer Room Coordinator 

Job Description 
 
QUALIFICATIONS: 

 Must be courteous, friendly, polite, patient, and personable 

 Associates degree or three years of management experience 

 Must be flexible and available to work varied hours 

 Ability to lift 50 lbs repetitively 

 Highly organized and detail oriented 

 Able to work independently and as part of a team 

 Proficient in Microsoft Office and exhibit basic computer skills 

 Possess excellent oral and written communication skills 

 Comfortable instructing individuals and groups of up to 100 volunteers 

 Take initiative and be able to solve problems 

 Ability to delegate and follow through on assigned tasks 

 Ability to manage, organize and prioritize multiple tasks at once 
 

DUTIES: 

 Plan and coordinate day-to-day volunteer projects on a timely basis 

 Setup and break down for each specific project 

 Instructing and training of all volunteers on proper procedures and safe food handling 
techniques 

 Constant monitoring of volunteers to ensure that proper procedures are being followed 

 Able to track daily pounds worked by volunteers 

 Maintain the volunteer room cleanliness and organization 

 Track and maintain safe food temperatures 

 Update and post a daily revised project list in order of priority 

 Complete daily closing and cleaning list 

 Ensure that all worked items are correctly tagged 

 Monitor Volunteers for appropriate community service hours 

 Maintain the organization and cleanliness of the volunteer break room 

 Operate forklifts, pallet jack, and two wheelers in a safe manner 

 Perform weekly inventory on volunteer room supplies and inform Food Safety Manager of 
an needs/issues 

 Work with the Volunteer Manager to ensure appropriate staffing for volunteer activities on 
evenings/Saturdays 

 Assure all food re-packaging and labeling questions are directed to the Food Solicitor and/or 
the Food Safety Manager in a timely manner 

 Work at all times to maintain the image of The Food Bank as a positive one in the public 
view, specifically as it pertains to the critical nature of volunteer relations 

Please submit resumes to: 

dhunt@sharefoodbringhope.org  
daryleb@sharefoodbringhope.org 
johni@sharefoodbringhope.org 
tcoleman@sharefoodbringhope.org 
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