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POSITION DESCRIPTION


Position Title:	Campus Food Bank Coordinator
Department:	Volunteer Services	
Position Status: 	Active
Employment Type:	Part-time (15 hours per week)
Employment Term: 	April 2025 – August 2025
POSITION SUMMARY:
The coordinator will be responsible for the overall operation of the SU Campus Food Bank. During the Summer Term, this resource primarily focuses on distributing emergency hampers, which provide clients and their dependents with enough healthy food and hygiene products to last seven days. The coordinator will work closely with the Coordinator, Volunteer Services (CVS) to ensure the SU Campus Food Bank runs smoothly and within the Students’ Union Volunteer Services structure.

COMMITMENT:
This is a part-time, seasonal position. The coordinator is required to work 15 hours per week (11:00 am to 2:00, Monday to Friday). The position starts in May and ends in August. Training will be provided prior to the start date.  

RESPONSIBILITIES:

Program Administration
· Ensure proper food supply in both the food bank and storage area.
· Maintain client statistics and files, reporting regularly.
· Meet weekly with the Coordinator, Volunteer Services to provide program updates, and share ideas or concerns.
· Edit promotional materials designed for the upcoming school year.
· Hire and manage a small team of volunteers to support SU Campus Food Bank operations.
· Produce a term-end report.

Food Bank Operations
· Liaise with the CVS regarding the SU Campus Food Bank budget.
· Ensure all donations are recorded and recognized.
· Ensure proper sanitary food practices are maintained.
· Coordinate regular food orders.
· Daily cleaning of the food bank.

Client Relations
· Ensure eligible clients are provided with emergency food relief.
· Ensure clients are educated on SU Campus Food Bank policies and procedures.
· Educate clients regarding resources available to them on and off campus.
· Model professional interactions when working with clients.




REQUIRED SKILLS, ATTRIBUTES, AND EXPEREINCE:
· A current undergraduate student attending the University of Calgary.
· Demonstrated organizational and time-management skills to meet deadlines, ongoing program commitments, and emerging priorities. 
· Superior interpersonal skills to interact positively, and professionally with food bank clients.
· Discretion, good judgment, and ability to maintain composure under pressure.
· Well-developed written and verbal communication skills to ensure self and others have a clear understanding of plans, activities, issues and other relevant information, and to ensure information is shared in an effective and collaborative manner.

BENEFITS:
· Increasing and expanding knowledge of issues and services related to food security.
· Gaining experience in working directly with clients and managing a budget.
· Learning to work within a non-profit environment.
· Being part of a team, preparing for the work world.

The successful candidate may be able to re-apply for this position provided they are enrolled in undergraduate studies.
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