Warehouse Intake Associate: (Heavy lifting and freezer work involved)

	We are a local food pantry looking for a part-time (PT) seasonal position (now until the end of the year) who would like to work with our small staff and group of volunteers. Hours are Monday through Friday between 8:30 am – 2:30 pm.  Pay range is between $16 - $18/hr
	This job involves a substantial amount of lifting and moving heavy boxes. This job also involves moving from one task to another throughout the day depending on the activities at the cupboard. 
	We are a rewarding, fun environment. We are looking for someone who is a team player, takes pride in their work, and enjoys being busy and active at work. 
Some of the responsibilities include:
· Accept food and clothing donations from donors, our van driver bringing grocery store donations and deliveries.
· Work closely with the van driver to accept, weigh, and process all food donations from grocery stores each day. 
· Keep the freezer organized and sorted for ease of food service. Rotates inventory to ensure "first in - first out" of items.
· Put all perishables away promptly. Put all non-perishables away in designated locations. 
· Prepare for food service by stocking the food room with frozen and refrigerated items.  Re-stock as necessary throughout service.
· Log in data each day/week into the computer for required record keeping.
· Keeps track of inventory of items within the freezer, refrigerators, and shelves.
· Responsible for all weekly & monthly reporting of food and non-food items. 
· Responsible for maintaining a clean pantry and office space.


