CARES Center Intake Specialist
Intake, Resource Navigation & Food Pantry Operations
	Salary Range
	$45,000-$50,000

	Classification
	Full-Time, Non-Exempt

	Reports To
	Assistant Center Director; works in close daily partnership with the Food Pantry Coordinator


Position Summary
The CARES Center Intake Specialist serves as a welcoming first point of contact for community members seeking food assistance, social-service resources, and other CARES Center supports. The position conducts intake and eligibility screening, maintains accurate participant records, provides resource navigation, and supports daily food pantry operations.
This role functions as the Food Pantry Coordinator's primary operational partner and must be cross-trained to maintain continuity of essential pantry services. During planned or unplanned absences, the Intake Specialist provides day-to-day pantry coverage within established procedures, escalating significant compliance, staffing, purchasing, safety, or partner issues to the Director of Community Services or other designated leaders.
Essential Duties & Responsibilities
Intake, Eligibility & Participant Services
· Welcome community members with dignity, professionalism, cultural responsiveness, and a customer-service mindset.
· Conduct intake interviews, verify required documentation, and complete new and returning participant registrations and eligibility screenings.
· Enter and update participant information accurately in Link2Feed and other agency, funder, or partner systems; protect confidentiality at all times.
· Explain pantry procedures, distribution schedules, participant responsibilities, available services, and next steps in clear English or Spanish.
· Assess participant needs, assist with forms and applications, and connect individuals and families to appropriate internal programs, public benefits, partner agencies, and emergency resources.
· De-escalate routine concerns respectfully, resolve service issues within authority, and promptly elevate safety, eligibility, or complex participant matters.
Food Pantry Operations & Coordinator Support
· Work side by side with the Food Pantry Coordinator to prepare for and execute pantry distributions, ensuring an organized, welcoming, safe, and efficient participant experience.
· Receive, inspect, sort, label, stock, rotate, and distribute food and household products in accordance with Greater Chicago Food Depository (GCFD), City of Chicago, Illinois, and Onward Neighborhood House requirements.
· Apply First In, First Out (FIFO) inventory practices; monitor expiration dates, damaged goods, recalls, allergen concerns, and appropriate refrigerator, freezer, and dry-storage conditions.
· Record refrigerator and freezer temperatures, donations, purchases, food received, food distributed, waste, salvage activity, and other required operational data.
· Assist with weekly inventory counts, twice-monthly or other scheduled GCFD orders, restocking plans, and reconciliation of physical inventory against records.
· Support food deliveries and food-rescue/salvage activities by coordinating schedules, preparing receiving areas, verifying quantities and condition, directing safe storage, communicating exceptions promptly, and reporting Food Rescue donations in MealConnect.
· Maintain pantry, intake, storage, and distribution areas in a clean, sanitary, orderly, and inspection-ready condition.
· Respond appropriately to donors and partner organizations; document donations and help coordinate timely receipt, acknowledgement, and storage.
· Assist with supply planning and notify the Food Pantry Coordinator of shortages, equipment concerns, unusual demand, or emerging operational risks.
Coverage & Continuity of Operations
· Complete cross-training in the Food Pantry Coordinator's core daily and recurring functions, including Link2Feed, GCFD communications and ordering, inventory controls, delivery coordination, volunteer deployment, food-safety documentation, and required reports.
· Serve as the designated on-site operational lead for routine pantry activities when the Food Pantry Coordinator is absent, following approved schedules, procedures, spending authority, and escalation protocols.
· Maintain current desk procedures, vendor and partner contacts, distribution checklists, calendars, passwords/access protocols, and coverage notes so pantry services can continue without interruption.
· Provide a clear handoff to the Food Pantry Coordinator and Director of Community Services after coverage periods, including unresolved participant matters, inventory changes, incidents, partner communications, and upcoming deadlines.
· Participate in emergency or continuity planning for staffing gaps, delivery changes, equipment failure, severe weather, and other disruptions.
Volunteer & Distribution Support
· Help orient, train, schedule, assign, and guide volunteers and temporary support staff during receiving, stocking, packing, distribution, cleanup, and outreach activities.
· Confirm volunteer attendance and required documentation; provide clear work instructions and reinforce food-safety, confidentiality, participant dignity, and workplace-safety expectations.
· Monitor distribution flow and adjust volunteer assignments in collaboration with the Food Pantry Coordinator to reduce wait times and respond to changing volume.
· Immediately report injuries, incidents, conflicts, hazards, or serious performance concerns through established channels.
Data, Reporting & Compliance
· Maintain complete and timely participant, service, inventory, donation, purchase, volunteer, temperature, delivery, and food-rescue records.
· Assist the Food Pantry Coordinator with GCFD, Department of Family and Support Services (DFSS), grant, agency, and other required reports, including post-distribution reporting deadlines.
· Review records for accuracy and completeness, correct routine discrepancies, and flag systemic data-quality or compliance issues.
· Prepare documentation for monitoring visits, audits, inspections, and program reviews; participate in corrective-action and continuous-improvement activities.
· Remain current on applicable GCFD guidance, food-safety requirements, participant eligibility rules, confidentiality expectations, and Onward Neighborhood House policies.
Resource Navigation, Administration & Community Engagement
· Answer and route calls, respond to general inquiries, schedule appointments, maintain assigned calendars, conduct reminder calls, and complete participant follow-up.
· Maintain current knowledge of CARES Center services and Chicago-area referral networks; track referrals and follow up when appropriate.
· Assist with filing, scanning, copying, document management, supply tracking, and other administrative support needed for smooth Center operations.
· Support outreach, participant recruitment, community events, registrations, and distribution of program materials.
· Attend required Onward Neighborhood House, GCFD, partner, training, in-service, and program meetings.
· Perform other reasonably related duties as assigned.
Qualifications
Required
· High school diploma or GED.
· At least two years of experience in intake, customer service, food-pantry or food-access operations, administrative support, social services, healthcare, education, or a community-based nonprofit setting.
· Bilingual English/Spanish communication skills sufficient to conduct intake, explain services, and respond to participant questions.
· Strong computer, database, and data-entry skills; ability to learn Link2Feed, GCFD systems, and other program platforms.
· Ability to organize competing priorities, work independently, follow detailed procedures, and make sound routine decisions in a fast-paced public-facing environment.
· Ability to maintain confidentiality, professional boundaries, composure, empathy, and respect when assisting individuals experiencing urgent or sensitive circumstances.
· Availability for a flexible schedule that may include early deliveries, occasional evenings, or weekends based on program operations.
Preferred
· Associate degree or relevant college coursework.
· Experience with Link2Feed, GCFD programs, food-rescue/salvage operations, inventory systems, public-benefit navigation, or volunteer coordination.
· Current Illinois and City of Chicago food-service sanitation certification, or the ability to obtain required certification within an established onboarding period.
· Familiarity with Chicago-area community resources and service networks.
Physical & Work Requirements
· Regularly stand and walk for extended periods and frequently bend, stoop, kneel, reach, push, pull, and stock shelves.
· Regularly lift and carry items weighing up to 50 pounds, with assistance or equipment when appropriate.
· Work in pantry, storage, loading, refrigerator, freezer, and distribution environments with varying temperatures and activity levels.
· Use a computer, telephone, scanner, inventory tools, carts, and other standard office and pantry equipment.
· Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the position.
What Success Looks Like
· Participants receive respectful, accurate, and timely service and are connected efficiently to food and other needed resources.
· Link2Feed and supporting records are complete, accurate, confidential, and ready for reporting or review.
· Food is received, stored, rotated, distributed, and documented safely, with minimal preventable waste.
· The Food Pantry Coordinator has a reliable, well-informed operational partner and can take planned or unplanned time away without a breakdown in routine pantry services.
· Volunteers understand their assignments, distributions run smoothly, and operational concerns are identified and escalated early.
· The CARES Center is experienced as a welcoming, dependable, and accessible community resource.
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