
 

Inter Parish Ministry 
_____________________________________________________________________________________ 

 

Job Description 
_____________________________________________________________________________________ 

 
Position Title: Assistant Pantry Operations Manager  Department: Program Services 

 

Reporting Relationships 

 

Position Reports to:  Chuck Swanson, Pantry Operations Manager and Katie Brass, CEO/President 

 

Positions Supervised: Volunteers and Vendors 

_____________________________________________________________________________________________ 

Position Purpose 

The Assistant Pantry Operations Manager is a part-time position that assist with the operations of 

the Choice Food Pantries and Mobile Food Pantry, including but not limited to purchasing items 

for the food pantry, restocking, vendor pick-ups and maintaining vendor relations.  

Responsibility 

1. Choice Food Pantry 

a. Maintains food inventory by placing orders with vendors as well as purchasing 

food and non-food items  

b. Monitors inventory and food orders as needed to ensure adequate supplies are 

available during pantry hours 

c. Supports and supervises volunteers during open pantry hours, as well as working 

with group volunteers in the pantry 

d. Picks up and plans for storage and movement of both donated and purchased 

pantry provisions 

e. Ensures food pantry and storage areas are clean, welcoming and well organized 

f. Reports/addresses any infestation/pest control issues 

 

2. Mobile Food Pantry 

a. Assist as needed 

 

3. Donation Initiatives 

a. Assist with donation drives and product pick-up 

 

4. Other Duties 

a. Other duties as assigned 

 

Qualifications  

_____________________________________________________________________________________________ 

Education/Certification:  High School Diploma or Equivalent 

 

Experience Required: One-year food pantry experience preferred; customer service 

experience a must 

 

 

 



Compensation and Benefits:  20-25 hour work week; $15/hour; 2 weeks PTO; Holiday pay;   

  Mileage reimbursement  

 

Required Skills and Abilities: The ideal candidate must be extremely detail oriented, have 

excellent computer, organizational and communication skills; and possess the ability to work 

effectively under pressure and harmoniously with other staff, to observe the highest level of 

discretion when working with clients of all socio-economic backgrounds.  The candidate 

must also possess the following qualifications and/or characteristics: 

 Work in conditions including outside in inclement weather and/or irregular hours; 

 Ability to lift up to 50 pounds;  

 A valid driver’s license and vehicle;  

 Ability to independently set priorities and multi-task; 

 A valued team player; and 

 Flexibility and a sense of humor required.  

 

 

To Apply: Mail resume attn: Katie Brass, IPM, 3509 Debolt Road, Cincinnati, OH 45244 or email 

to katie@interparish.org.  No phone calls please.  

             
Intent and function of job descriptions 

All descriptions have been reviewed to ensure that only essential functions and basic duties have been 

included.  Peripheral tasks, only incidentally related to each position, have been excluded. Requirements, 

skills and abilities included have been determined to be the minimal standards required to successfully 

perform the positions.  In no instance, however, should the duties, responsibilities and requirements 

delineated be interpreted as all-inclusive.  Additional functions and requirements may be assigned by 

supervisors as deemed appropriate. In accordance with the American with Disabilities Act, it is possible that 

requirements may be modified to reasonably accommodate disabled individuals.  However, no 

accommodations will be made with may pose serious health or safety risks to the employee or others or 

which impose undue hardships as deemed appropriate. Job descriptions are not intended as and do not 

create employment contracts.  The organization maintains its status as an at-will employer.  Employees can 

be terminated for any reason not prohibited by law. 
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