Minden Community Food Centre
Job Description – Assistant Manager

JOB TITLE:  	Assistant Manager
REPORTS TO:   The Minden Community Food Centre Manager 
BASIC FUNCTION:    
The Assistant Manager has the following duties and responsibilities, which are subject to change:
Volunteer Management 
· Interview volunteer applicants to determine suitability and role.
· Arrange criminal record check to OPP site.
· Orientation/training of new volunteers.
· Daily – review volunteer schedule for gaps and rectify any issues.
· Morning and afternoon meetings with volunteers to understand the daily changes/challenges.
Inventory Control
· Review food supplies and order accordingly from various sources such as Sysco, Foodland, Valumart and Worldwide Distributing.
· Purchase take-out containers and supplies for kitchen when required.

· Rotate goods to ensure first in – first out, including walk-in freezer and hub area shelves.
· Guide volunteers in what products to repackage.
· Weekly + – receive incoming goods, unload, unpack, shelve.
· Weekly+ – pick up cases of milk and eggs at Kawartha Dairy.
· As needed – pick up items at grocery or pharmacy stores, unload, unpack and shelve.
· Review and weigh all products donated for dates and suitability to Minden Community Food Centre (MCFC).
· Weekly rotation and tidying of outdoor freezer
Administration
· Create and maintain files for volunteers, including statement of confidentiality and criminal record check.
· Meet with new MCFC clients and complete application process/enter in L2F.
· Meet with clients on an annual basis to file review. 
· Update hard copy file and Link2Feed program.
· Enter monthly client visits in Link2Feed program daily.
· Provide monthly donation item requests for social media.
· Accept incoming donations of food and money, gather donor information where tax receipts for cash or gifts in kind are required and submit to bookkeeper
· Create and print labels for kitchen meals.
· Keep updated with food handling courses.
· Teach guidelines to volunteers on safe food handling for repackaging.
· Arrange monthly delivery from Maple Leaf Foods

Cleaning and Maintenance
· As needed - empty and set mouse traps.
· Maintain a clean environment and inspect for rodents regularly and maintain Pest Control file.
· Meet with Public Health Inspector to inspect facility.
· Monthly - complete Pest Control Checklist, minimum once a month if no pests; weekly when pests are found until no longer found. (as per Public Health Inspector)
· As needed:
· empty garbage cans, flatten cardboard for recycling.
· Prep items to be taken to dump.
· Clean sinks/counters in the hub.
· sweep out walk in fridge, wash plastic food tubs.
· shovel snow from entrances, apply sand.
· empty gray box of food and clothing donations.
· Clean refrigerators, freezers.

HOURS OF WORK:  
The Assistant Manager position works a minimum of 16 hours per week (9:00-3:30 Mondays and Wednesdays) plus additional hours as may be required to participate in special events such as fundraisers and to receive deliveries as needed which may occur outside regularly scheduled hours.
SKILLS:
· Experience managing a team of volunteers.
· Experience working with members of the public.
· Awareness of the challenges faced by those experiencing food insecurity.
· Vehicle and driver’s license.
· Oversee a volunteer orientation and training program.
· Experience with computer skills: Microsoft office, Gmail, Word, Excel, Zoom
· Ability to:
· Safely lift heavy items.
· stand/walk on concrete floors for extended periods of time.
· deal with requests from multiple sources (clients, volunteers, other staff, board members, donors) and adjust daily work according to priorities.
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