
 

 
 

Food Shelf Coordinator 

Koochiching County Food Access (KCFA) 

 

The KCFA Food Shelf Coordinator works toward expanding food access for area residents 

through the management of our food shelf program. First and foremost, applicants must be in 

alignment with KCFA’s mission of addressing the rural food crisis in Koochiching County 

with dignity and compassion.  

 

The KCFA Food Shelf Coordinator must work well in flexible work conditions and practice 

impromptu decision-making. Applicants must be reliable, self-motivated, and possess strong 

communication and interpersonal skills. The successful candidate will work well independently 

as well as in a team setting. This position includes 20 hours of work each week. See “Position 

Requirements” below for more information regarding the work schedule. 

 

 

Essential Duties and Responsibilities 

 

❖ Direct food shelf program operations.  

▪ Supervise shopper intake process, including confidential data collection, and 

coordinate and supervise volunteers. 

▪ Ensure an excellent shopper experience by fostering a clean, safe, and supportive 

food shelf environment. 

▪ Communicate effectively with shoppers, volunteers, Alano Club members, and 

KCFA board members with a focus on reducing barriers, expanding food access, 

and promoting dignity for shoppers. 

▪ Manage any conflicts, questions, and shopper/volunteer interactions in a courteous, 

professional, and friendly manner. 

▪ Maintain and manage food shelf relationships with local donors, businesses, and 

churches. 

▪ Plan, promote, and support local food drives. 

▪ Attend monthly Board of Directors meetings. 

 

❖ Oversee inventory, warehouse, and ordering systems.  

▪ Manage the food shelf budget. 

▪ Take inventory before ordering food from the regional food bank. 

▪ Be present for and manage regional food bank deliveries. 



▪ Re-pack food items as needed.  

▪ Keep food bank stock area and freezers clean and organized.  

  

❖ Manage distribution operations each Tuesday. 

▪ Ensure that re-packed frozen meat bags, pantry shelf-stable bags, and refrigerated 

items are ready to disperse and are packaged correctly. 

▪ Ensure the public shopping area is stocked and ready for shoppers during open 

hours. 

▪ Manage shopper intake process and oversee confidential data collection. 

 

❖ Coordinate Food Shelf volunteers. 

▪ Manage and train volunteers. 

▪ Manage volunteer scheduling.  

▪ Ensure volunteers understand and adhere to our mission statement and values. 

 

 

Position Requirements 

 

Work Schedule 

20 hours per week 

Tuesdays and Thursdays — 8 a.m. to 4 p.m. 

Additional hours flexible 

 

Certifications and Licenses 

Obtain and maintain ServSafe Food Handler certification. 

Possess a valid Minnesota Driver’s License. 

 

Physical Demands 

This position involves repetitive lifting and moving at least 40 pounds as well as stooping, 

reaching above the shoulder, grasping, pulling, bending, and repetitive movements. Tasks are 

mixed between seated office work and physical movement, such as moving food (at times 

heavy) and stocking shelves. 

 

Alignment with Mission 

The successful candidate will value and embrace diversity, equity, and inclusion as fundamental 

to our mission to reduce/end hunger in Koochiching County. 

 

 

The above statements are intended to describe the general nature of work being performed by 

people assigned to this position. They are not to be construed as an exhaustive list of 

responsibilities, duties, and skills required of personnel in the position. All personnel may be 

required to perform duties outside to their normal responsibilities from time to time.  

 

 



 

 


