Food Bank Support: Job Description

Nine Circle’s bi-monthly food bank runs 2 Thursdays per month. The
available shift times are: 9am-1pm or 1pm-5pm.

Duties:
e This position requires that volunteers work on their feet for
extended periods of time and some heavy lifting may also be
required (accommodations can be made.)

e Signin and sign out every shift

e Set up the multi-purpose room

e Unload Harvest Manitoba delivery truck

e Prepare/sort food according to staff instructions

e Provide friendly, confidential assistance

e Distribute food to members

e Clean up after food bank

If you can't make it to a planned shift or
are going to be late, please contact:

Email: Volunteers@NineCircles.ca
Ph: 204-940-6000 (ask for Food Bank)

If you have any questions or concerns, get
in touch with the Community Engagement
Coordinator.
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Food Bank: A Typical Shift

Set Up:

e Sign in the volunteer binder and wear your name tag.

e First volunteer in can make make a pot of coffee and turn on the kettle/set out snacks

e Wash hands and wear gloves. Gloves are worn for the receiving, sorting, and distributing food.

e Wash hands and change gloves often (with every washroom visit, after handling contaminated
food items, after smoking or eating and after touching one’s face/hair).

e Monitor the condition of your gloves regularly and replace if soiled or ripped.

e Each week staff determine allocation of food based on number of members scheduled.

e Put freezer and refrigerator items away first to ensure safe temperatures.

e During sorting, examine food to determine suitability for distribution. Moldy, expired,
and otherwise unsafe food (leaking, rusty cans) are discarded. If unsure, ask a staff person.

e Before 12:00 p.m. volunteers will arrange food on tables and shelves. Food is not stored on the
floor.

e Pack any outreach packages or volunteer packages and store them in the labelled drawers.

e Keep MPR tidy and take out recycling or garbage as needed.

e Keep door to parking lot clear at all times, as this is an emergency exit.

e No cell phone use in food bank room. Cell phone use is allowed during break time.

Clean up:
-w At the end of food bank clear and wipe tables.

Clean out coffee maker and empty kettle
Take out recycling or garbage as required.
Move shelves into pantry or take down tables as instructed.
i Check with staff on any additional tasks to wrap up food bank.
Sign out before leaving.

Important Notes:

Food bank items and participants vary from week to week. Staff work hard to maintain
consistency.

Volunteers can access food bank items once every 4 weeks, the same as food bank members.
Volunteer items are packed before 12:00 p.m. to ensure equity. Volunteers will not have access to
extra items at the end of their shift. Extra items (if there are any) are available Friday 9:00 a.m.



