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Job Description, Qualifications, and Evaluation Documentation

Job Title: 			Food Systems Program Manager
Division: 			Community Operations 
Reports To: 			Community Operations Director
Supervises: 			None
[bookmark: _Int_n7tVpbne]FLSA Classification: 	Non-Exempt
Job Category: 		Program Manager
Pay Range:			$20.86-$33.19

Job Description approved by Human Resources Director: 08/16/2025


Job Overview
Assures the delivery of high-quality emergency and supplemental food systems by growing and strengthening Food Coalition membership and by fostering relationships, developing volunteer training and support, operationalizing partnerships, supporting local initiatives such as pilot projects, and streamlining delivery, storage, inventory, intake, and outreach to producers, volunteers, customers, and referral sources.

Essential Job Responsibilities and Duties:
Assures and promotes the delivery of high-quality services by providing support, information and resources to county food pantries, soup kitchens, delivery programs and other grassroots and established programs designed to reduce food insecurity.
Ensures effective delivery of Pop-Up Pantries by supporting general PUP operations and by working with business owners, elected officials, law enforcement, schools, and distributors to expand locations including options that are immune to weather closures. 
Cooperatively plans and implements volunteer outreach, training and monitoring to increase volunteers supporting food insecurity programming throughout the county.
Increases food supply and variety by developing relationships and working with local growers and food retailers to expand and fully operationalize gleaning and partnerships that support county businesses and farms.
Expand partnerships with aging services providers to increase elderly meal access programming via shared services through development, implementation and monitoring of new project(s).
Assures accurate and comprehensive tracking, monitoring and implementation of data collection systems within the agency and supports data systems across county-serving programs.

Leads development and implementation of county-wide resources and conducts related outreach to assure individuals and families facing food insecurity have access to and knowledge of supplemental food programming.
Maintains and implements professional and technical knowledge by attending training, establishing professional networks, and documenting training attendance.
Promotes a positive agency image and credibility by adhering to our code of conduct. 
Provides leadership in risk management practices by identifying and reporting potential safety, ethical, and legal concerns; evaluates and advises on impact and develops a strategy to effectively manage and minimize risk.
Contributes to team effort by accomplishing program goals and completing other duties as assigned.
Required Skills & Abilities/Decision Making:
Understands and agrees with the agency’s mission of eliminating causes of poverty. 
Demonstrated leadership, presentation, and organizational skills.
Ability to communicate effectively and accurately assess situations and determine course of action.
Ability to disseminate information garnered through meetings and training.
Demonstrated skills using technology.
Ability to travel within NYS and occasional out of state travel.
Ability to function under a variety of working conditions, manage multiple tasks, accept supervision and feedback from colleagues, treat colleagues, staff and program participants with respect and the ability to maintain a safe/clean working environment.
Ability to use good judgement, make sound decisions, and protects confidentiality in a manner that complies with program and agency policies.
Time Expectations:
Will work all assigned hours and report to work on time.
[bookmark: _Int_9amJtUIJ]Will meet all time frames and due dates without reminders.
Will make appropriate use of leave time to balance personal, agency and workload needs.
Qualifications:
EDUCATION: Associate degree in community development, human services, or equivalent
LICENSE REQUIREMENTS: Current valid driver’s license with safe driving record.
EXPERIENCE: One year of experience in human services, food system management, and or a related field; or equivalent combination of education and experience
Environment & Physical Demands: 
This position may require the following physical demands and exposures:
The employee may require engaging in talking, carrying objects, grasping, using manual dexterity, seeing peripherally, sitting, listening, seeing near and far, and general lifting.
Computer work is an essential function of this position and vision strain is a potential exposure.
Approvals and Acceptance
I have read and understand this job description and evaluation documentation. I accept the responsibilities and agree to fulfill these duties.

______________________________________		__________________
Employee Signature						Date

______________________________________		____________________
Supervisors Signature						Date
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