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Job Description:  Food Pantry Coordinator (Part-Time) 
 Work Schedule: (M-F: 2pm-6pm, Every Other Weds: 8AM-12PM)
Onward Neighborhood House is rooted in a rich history of social services to improve lives and uplift communities through educational, economic and support services. 

As a not for profit, our strength is our ability to adapt to societal change. In the early 20th century, people in the Belmont Cragin (5423 W. Diversey Avenue, Chicago, IL 60639) community needed food, clothing, and shelter –    and Onward House responded.
It is the policy of Onward Neighborhood House to provide equal employment opportunity, without regard to race, color, creed, religion, age, sex, national origin, ancestry, mental or physical disabilities, marital status, affectional preference, Vietnam era veteran status, or any other legally protected status.

What you will be doing…
We are looking for a Part-Time Food Pantry Coordinator which will be responsible for overseeing the operation of the food pantry including but not limited to supervision and coordination of food pantry volunteers, ordering and restocking of the food pantry items and the coordination of food deliveries. entering data into the Salesforce and COPA systems regarding information for children and families in a several of our programs.
· Keep current both Illinois and City of Chicago Food Service Sanitation certificates;
· Greet clients and guests and explain the procedures and rules of the pantry;

· Complete intakes for new clients utilizing the food pantry client database Link2Feed; Complete intake of existing clients and verify information and supports needed; Maintain database; Refer clients to other food pantries if necessary;
· Train, schedule and provide daily supervision for food pantry volunteers and staff;
· Respond to Greater Chicago Food Depository emails and phone calls in a timely and efficient manner;
· Maintain food pantry inventory by placing order twice monthly using the GCFD online ordering system and update the ONH Food Pantry Inventory weekly;
· Coordinate food delivery at least twice monthly by scheduling maintenance worker and volunteers; stock shelves using the FI/FO (First In/First Out) method;
· Maintain accurate records; Complete daily volunteer forms with new and existing volunteers; record daily refrigerator and freezer temperatures; keep records of donations and purchases;
· Maintain knowledge current in field including attending seminars, workshops, and in-service training programs;
· Complete monthly reports for the Greater Chicago Food Depository (GCFD) and Department of Family and Support Services (DFSS) within 24 hours of distributions;
· Perform other related duties as assigned.
This job description is not intended to be all-inclusive.  The employee will also perform other reasonably related business duties as assigned by the immediate supervisor and other management personnel as required.

This organization reserves the right to revise or change job duties as the need arises.  This job description does not constitute a written or implied contract of employment.

It is the policy of Onward Neighborhood House to provide equal employment opportunity, without regard to race, color, creed, religion, age, sex, national origin, ancestry, mental or physical disabilities, marital status, affectional preference, Vietnam era veteran status, or any other legally protected status.

This policy applies to all phases of human resources (seeking, employing, training, and promoting) in compliance with the Illinois Human Rights Act, the U.S. Civil Rights Act, Section 504 of the Rehabilitation amendments of 1973, the Americans with Disabilities Act of 1990, and the Illinois and U.S. Constitutions (Personnel Policies, 200).

To perform this job successfully, an individual must be able to satisfactorily perform each essential duty.  The requirements 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.

The physical demands described below are representative of those that must be met by an employee to successfully perform the essential functions of this job.

This position requires the employee to:

· Regularly lift up to and carry 50 lbs.

· Regularly bend, stoop and kneel (to store food in pantry, distribute food, stock shelves)

· Regularly transport self to different sites and meeting places

· Have manual dexterity (to cut vegetables, serve food, lift pots, rinse dishes)

· Regularly feel objects, tools or controls and reach with hands and arms (i.e., using a can opener etc.)

· Have full vision capabilities—including close vision, distance vision and the ability to adjust focus 

The work environment characteristics described below 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.

· The noise level in the pantry /kitchen will low

Pay Range:  $ 17.00 to $19.00 per hour  
MUST HAVE
· Must have at least a High School Diploma, with at least 6 credits in ECE, Associates Degree Preferred. 

· Excellent interpersonal and communication skills. 

· Must have Food Service and Sanitation Certificate, City and State

· MUST have computer skills Bilingual (Spanish/English) 

· Bilingual (Spanish/English) Preferred
· Flexible hours

· Ability to work independently

· Ability to handle physical work, including lifting and standing for several hours

How To Apply: Via our website at: onwardhouse.org/careers/  OR                                                                 Please send Resume to / Envíe su Currículum a Mr./Sr. Virgil Hernandez / HR Director Email: vhernandez@onwardhouse.org

