ROWAN HELPING MINISTRIES

Food Pantry and Clothing Coordinator

Job Description

GENERAL RESPONSIBILITIES

The Food Pantry and Clothing Coordinator is a full-time, hourly position reporting directly to the Director of Crisis Assistance and Food Operations. This position is responsible for overseeing the daily operations of the Food Pantry and Clothing Center during regular operating hours of Monday through Friday, 8:00 a.m. to 5:00 p.m. Responsibilities include maintaining adequate inventory levels, receiving and organizing donations, and ensuring accurate completion of donation, waste, and temperature logs on a daily basis in compliance with organizational and program requirements. This position is also responsible for training, supervising, and supporting volunteers and job training participants in coordination with the Volunteer Coordinator. As part of the Food Operations Team, the Food Pantry and Clothing Coordinator plays a key role in maintaining an organized, efficient, and welcoming environment for clients, volunteers, and community partners. The position requires approximately 38–40 hours per week. While the

schedule is primarily Monday through Friday, occasional weekend hours may be required to support pantry operations, special projects, or organizational needs.

SPECIFIC RESPONSIBILITIES

• Uphold the integrity of Rowan Helping Ministries’ food distribution program and processes.

• Maintain a clean, organized, and adequately stocked pantry area.

• Train and assist volunteers with pantry operations.

• Collaborate closely with the Volunteer Coordinator regarding volunteer scheduling and retention.

• Oversee receiving and dock operations, including donation intake and inventory entry.

• Distribute donated products to appropriate departments.

• Maintain volunteer instruction boards and distribution signage.

• Review food products daily to ensure quality and safety.

• Monitor food recalls and remove unsafe products as needed.

• Maintain a safe and orderly environment for volunteers, staff, and clients.

• Monitor inventory levels and communicate supply needs.

• Assist with Virtual Case Manager (VCM) data entry while maintaining confidentiality.

• Oversee Clothing Center operations and donation processing.

• Support satellite pantry locations as needed.

• Submit Second Harvest reports by the fifth business day of each month.

• Attend assigned training courses and remain informed on applicable program requirements.

• Perform additional duties as assigned by the Executive Director and/or the Director of Crisis Assistance and Food Operations.

GENERAL REQUIREMENTS

• Demonstrate strong multitasking, organizational, and communication skills.

• Maintain a friendly, compassionate, empathetic, and non-judgmental attitude.

• Demonstrate effective leadership and interpersonal skills.

• Possess a solid understanding of inventory management and reporting.

• Work effectively within a team environment.

• Show initiative in improving operational efficiencies.

• Maintain commitment to dignified client services.

• Be capable of lifting up to 40 pounds and performing physical labor as required.

EXPERIENCE AND QUALIFICATIONS

• Must be at least 21 years of age.

• Forklift Certification preferred or willingness to obtain certification upon employment.

• Experience in food service, nonprofit operations, retail management, or related fields preferred.

• Proficiency with Microsoft Excel, Smart Choice, Virtual Case Manager (VCM), and Volunteer Hub or similar software preferred.

• Employees must possess and maintain a valid driver’s license and reliable personal transportation in compliance with all applicable North Carolina laws, including current vehicle registration and legally required automobile insurance coverage.
ACKNOWLEDGMENT

I acknowledge that I have reviewed and understand the responsibilities and expectations outlined in this job description.

Employee Signature: ________________________________ Date: _______________

Supervisor Signature: ____________________________ Date: _______________
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