1788 Auburn Ravine Road
=57 . Auburn, California 95602
-Ev/ Auburn Interfaith Food Closet  sso-sss-1921
www.auburnfoodcloset.org
aifc@auburnfoodcloset.org

VOLUNTEER NEEDS

e Assistant Home Delivery Program Manager: Assist the Home Delivery Program
Manager with the overall program management as directed.

e Home Delivery Program Data Manager(s): Connect with HD Program Manager.
Responsible for entering all deliveries into our database and maintaining the enroliment
report. A knowledge of basic Excel is needed. Assist with monthly reports, such as
statistics for the grantor (Project Go), guests served, volunteer hours.

e Home Delivery Program Recruitment Assistant: Communicate with potential new
guests & perform initial qualifying interviews. Position needs organization and
compassionate communication skills, as many guests are disabled, hard of hearing, or
have cognitive deficiencies.

¢ Home Delivery Program Callers: 1 or 2 people to telephone the clients about their
needs. Each caller is responsible for the clients on one route. Position needs
organization and compassionate communication skills, as many guests are disabled,
hard of hearing, or have cognitive deficiencies.

¢ Home Delivery Program Packing Manager(s): Prepare and supervise packing shifts,
ensuring that guest boxes are set-up and all orders are filled and recorded properly, and
answer questions from packing team. This task is for 10 days a month but can be
divided into several volunteer positions. Hours are 6:30 am to 9 am except 3™ Thursday
of the month, which is 2:00 to 4:30 pm

¢ Home Delivery Program packers. Pack food for home delivery, ~6:45am to 8:30am
and 3™ Thu 1:30 — 3:30 pm; Typically, one shift/month.

¢ Home Delivery Program Driver/Navigator(s). Deliver food to homebound clients using
our refrigerated truck. Approximately 9:30-12:00. Training will be provided. Must have
valid driver’s license and provide current liability insurance information. Typically, one
shift/month

o Office Support:
o Manage office equipment
Print forms as needed
Answer phone/voice mail & distribute messages as appropriate
Assist with daily reports
Assist Team Leaders with daily tasks
Prepare outreach Supplies

O O O O O

o Communication Director. Oversee all media, social media, web and external
communications. ldeally will be computer-savvy and familiar with Canva, Word,
Publisher, social media, basic Excel. Good written and verbal communication skills are a
must. Many of the tasks can be done remotely. Will sit on the Executive Board.
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Assistant Communication Director(s): Assist with one or more
tasks — many can be done remotely
o Gather materials for and organize the Resource Board
o Assist the Communications Director with web, social media, marketing

Outreach Committee Leader: Oversee program, working with President and
Communication Director. Work with committee members to cover community events,
work at information boots.

Outreach Committee Member(s): Support numerous community events and assist at
the booth. Do public presentations, approximately 6-8 times a year.

Remote Distribution Bag Program Leader(s): Colfax, Foresthill, North Auburn,
Chapa de, Adult Protective Services, etc. May choose to lead one or more of
these remote distributions.

Assistant to Governance Chair. Good typing skills, knowledge of Word, experience
with outline. Basic Excel is useful but not necessary.

Assistant to the Board President. Assist Board President with monthly, quarterly, and
annual reports. Must have strong knowledge of Word and Excel as well as excellent
written and verbal communication skills. Knowledge of other reporting platforms is a
bonus. May choose to assist with one or more of the following tasks.

Liaise with our statistician for service metrics

Create Bag Tracking data and track Key Metrics

Assist with Annual budget

Liaise with Placer Community Foundation

Liaise with Placer Community Network

Liaise with outside groups wanting to set up group volunteer events
Liaise with other community organizations

O O O O O O O

Assistant Lead: Thanksgiving Walk to Stock the Food Closet. Start to learn the
process, so we can carry it forward when the current Lead decides to reduce his work
with AIFC. Planning begins in October — event takes place Thanksgiving morning.

Fundraising Committee Chair. Oversee Committee with various projects such as
organizing the annual tax letter mailing, coordinating Annual Appeal mailing, and other
various events related to fundraising and grants

Assistant to Fundraising Committee Chair: Take on one or more fundraising tasks
such as annual tax letter mailing, annual appeal mailing, etc. Many tasks can be done
remotely.

Assistant Lead(s) for Big Day of Giving - Learn the annual steps of this process and
our approach to maximize the return without too much effort. Activity occurs in May, but
prep work starts in January.
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Asst(s) to Board Secretary. Have background in MS Word and a

little bit in MS Excel and be willing to learn to take meeting minutes and then transcribe
them for approval. Fundamentals of taking minutes for a non-profit will be taught. Board
Meetings are on the 2" (2:30-4:00) and last Monday (4:00-5:30) of each month.

Asst(s) to Volunteer Coordinator. Will work primarily from home. Must be comfortable
with computers, basic Excel use. Will train on our software

e Data entry & database clean-up

e Coordination or annual liability insurance update

e Back up Volunteer Coordinator when she is away

o Potentially other assistance as needed
Warehouse Operations staff(s), 3-5 people.

e Shipping & Receiving: Warehouse maintenance, remote distribution, warehouse

S.OP
e Administration—phones and communications
o Restocking—at least 2 days/week (can be more than one person)

Operations Planning Team(s). Applicants will ideally have past career experience in
inventory forecasting, procurement, warehouse storage, and vendor relationships.

Team Leaders/Co-Team Leaders. Wed, Wed evening, Friday, Saturday. Need
leadership and good organizational skills. Training will be provided. Daytime shift 9:30-
2:30, evening shift 3:30-7:30.

Assistant(s) for Special Events/Food Resources Committee. Help organize and
work our major food drives: Stuff-A-Bus, Hunger Action Month (HAM), USPS Food
Drive, Empty Bowl, and Turkey Drive

Chair, Nutrition Committee. Committee helps plan menus, test and publish recipes and
food handling advice; design and create Recipe of the Month cards & mailings

Garden Committee Leader: Coordinate working at the AIFC Community Garden.
Garden Committee member(s): Assist working in garden during growing season.
Driver Team (Gleaners). Pick up food from stores, preferably with own pick-up truck or
van, but our van can be used; must have valid driver’s license and provide driver
insurance information. Will be trained. Usually, early mornings

Kitchen Coordinator(s). Need Food Handler’s Certificate or Food Manager Certification

Friday & Saturday: Warehouse, full or half-day shifts available. Full day is 9:30-2:30,
half day is 9:30-12 or noon-2:30.

Group Volunteer Coordinator: Responsible for organizing service activities when
requested by outside groups. These could be such activities as deep cleaning, garden,
inventory etc.
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