AIDS PROJECT EAST BAY
Volunteer Position Description

Position: Pantry Coordinator
Purpose: The Pantry Coordinator at APEB is ultimately responsible for the organization and upkeep of the pantry, as well as the variety, quality, and quantity of foods and products available to clients. The pantry is an important service that APEB offers our clients, and without a volunteer Pantry Coordinator, it cannot live up to its potential. 
Responsibilities:

· Solicit donations of food and personal hygiene items from local stores. This includes writing letters as well as traveling to store locations to meet with managers and discuss what we do at APEB and why we need donations.
· Coordinate pick-up of food with APEB volunteers and case managers.

· Create and implement a feedback system for clients to find out what products they desire most.

· Keep pantry and store room areas organized and clean. 
· Assist with stocking store room and food pantry.
· Assist clients to pantry and uphold all rules and regulations of pantry.

· Follow all APEB volunteer policies. 

Qualifications:

· Ability to take on a variety of tasks and work independently.
· Some experience soliciting donations or working with food distribution preferred.

· Basic computer literacy.

· Good communication skills.

· Ability to be friendly and professional when working with clients and the public.

· Experience and comfort working with communities of color, gay, lesbian, bisexual, transgender, and queer individuals, and people living with HIV/AIDS.

Orientation and Training will be provided to all volunteers.  

Supervision: The Pantry Coordinator is directly supervised by the Client Services/Wellness Center Director. Case managers and the volunteer coordinator are also available for support. 
Hours: Pantry Coordinator is expected to work independently for a minimum of two hours per week, which can be scheduled with their supervisor. Additionally, it is preferable for the Pantry Coordinator to be available during one or more of these shifts:

· Wed from 10:00-12:30 for pantry stocking.
· Thursday for a shift between 9-12:30 or 1:30-4:30 to take clients to the pantry.
Length of Commitment: Pantry Coordinator is required to make a three month commitment. If Coordinator is interested in continuing to volunteer after this period, they may do so at the discretion of their supervisor.  
