
Gleaners Community Food Bank of SE Michigan 
Job Description: Volunteer and Pantry Coordinator 

 
Job Title: Volunteer and Pantry Coordinator - Livingston 
Reports To: Operations Manager 
FLSA Status: Non-exempt 
Department: Operations 
Last Update: April 2018 
 
This position is responsible for coordinating all aspects of the Shared Harvest Pantry (SHP) operation and volunteer 
functions in Livingston. 
 
Essential Duties and Responsibilities: 
1. Recruit, schedule and screen new applicants for volunteer assignment in the SHP 
2. Coordinate scheduling and assignments for current SHP volunteers 
3. Coordinate training for all volunteers in SHP 
4. Coordinate scheduling of volunteer groups including requests for company matching grants 
5. Maintain volunteer and client databases (Volunteer Hub, Link2Feed) to provide accurate and timely statistics 
6. Provide accurate weekly summary statistics on SHP activity using client database, including # household visits, # 

lbs. distributed, and # first time clients  
7. Ensure SHP is adequately stocked; provide input to Operations Manager to facilitate SHP ordering and inventory 

management 
8. Follow-up with thank you notes and recognition for volunteers 
9. Demonstrate and support the Gleaners mission, vision and values throughout all professional responsibilities and 

activities; be an advocate for Gleaners with all eternal constituents! 
 
Scope of Position 
Budgetary Responsibility: None 
Personnel Responsibility: High (volunteer management) 
Access to Confidential Information:  Moderate (Clients) 
Supervisory Responsibility: Moderate (volunteers) 
Customer Contact:  Donors: Moderate 
 Volunteers: High 
 Partner Agencies: Moderate 
 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 
Associate degree in a relevant discipline or equivalent experience is required.  At least one year related volunteer 
management experience is preferred. Knowledge and experience with human service institutions, particularly those 
in the food/hunger relief area is required. 
 
Language Ability 
Good verbal and written communications skills are required.  Good interpersonal skills with all customers and 
contacts, internal and external, are required.  Ability to read and interpret documents such as safety rules, operating 
and maintenance instructions, and procedures manuals.  Ability to write routine reports and correspondences.  
Ability to speak effectively before groups of volunteers, donors, or team members of donor organizations. 



 
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.  Ability to deal with 
problems involving several concrete variables in standardized situations. 
 
Computer Skills 
To perform this job successfully, an individual should have a good working knowledge of the Microsoft Office suite of 
products. Database knowledge is preferred. 
 
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 sitting or standing are required. 


