
Gleaners Community Food Bank of Southeastern Michigan 

Job Description 

 
Job Title:   Food Drives Coordinator  
Reports To:   Food Drives Supervisor 
FLSA Status:   Non-exempt 
Department:   Operations 
Last Update: April 2017 
 
This position is responsible for recruiting businesses, volunteers, and other community groups and leaders to 
conduct food drives as well as other efforts required to successfully complete 100 - 200 food drives per year.  
 
 
Essential Duties and Responsibilities 
1. Enthusiastically solicit businesses, community groups, schools, churches, and other interested people or 

organizations to conduct food and fund drives.  Solicitations will be made by phone, by email, by letter, in-
person, and in other ways as deemed appropriate.  

2. Prepare, send, and deliver information and materials to groups conducting a food drives. 
3. Be present on site as needed at food drives.  Help solicit and collect financial contributions and assure the 

smooth and efficient operation and execution of the food drives. 
4. Pick up and Deliver food drive materials in gleaners vehicles  
5. Accurately organize and track activities and be able to report before, during, and after each food drive the 

status and results of each food drive.  Must be able to use a computer, spreadsheet, and/or database for 
tracking and reporting purposes. 

6. Attend meetings as needed. 
7. Collect all needed information for the proper receipting of gifts of food or funds. 
8. Be available after hours and on weekends as needed for food drives and events. 
9. Drive assigned vehicle to and from various locations on a regular basis, perhaps several times a day in all 

types of weather. (A CDL is not required.) 
10. Demonstrate and support the Gleaners mission, vision and values throughout all professional responsibilities 

and activities. 
11. Other duties as assigned.  

 
 
Scope of Position 
Budgetary Responsibility: Low 
Personnel Responsibility: None 
Access to Confidential Info: Low 
Supervisory responsibility: None 
Customer Contact:  Donors: High 

Volunteers: High 
Partner Agencies: high 
Outside Vendors: Low 

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

 
 
 
 
 



Education/Experience: 

 Demonstrated skills, knowledge and experience in organizing and conducting a wide range of activities 
involving volunteers and other non-staff personnel.   

 Demonstrated ability to use a personal computer, spreadsheet, and database.   

 Demonstrated ability to manage multiple projects at a time.  

 Valid driver’s license and excellent driving record.   

 Minimum of 1 year experience in a coordinator role, preferably overseeing the work of volunteers.   

 High school diploma or equivalent required. College experience preferred. 

 Ability to use an electric pallet jack or certification to drive a hi-lo a plus 
 

 
Language Ability: 
Excellent verbal and written communication skills are required.  Strong interpersonal skills with all customers and 
contacts, internal and external, are required.  
 
Math Ability    
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and 
decimals.  
 
Reasoning Ability  
Ability to understand and carry out instructions furnished in written, oral, or diagram form.   
 
Equipment   
The position requires operation of standard office equipment including but not limited to: Personal computer, printer, 
photocopy machine, etc. Ability to use an electric pallet jack or certification to drive a hi-lo a plus 
 
Work Environment 
The standard work environment is distribution facility setting with fluorescent lighting. There is also a significant 
amount of time spent exposed to outdoor environment with varying temperatures.  The noise level in the work 
environment is usually moderate.   
 
Physical Demands 
The employee must occasionally lift and/or move up to 40 pounds.  While performing the duties of this job, the 
employee is frequently required to speak, hear and use hands.  Moderate amounts of walking as well as long 
periods of walking or standing are required.     
 
 


