Elderly Nutrition Program / People Resources, Inc.

40 North East Street, Suite C ~ Woodland, CA  95776
(530) 662-7035

Job Description

POSITION TITLE:
Volunteer Assistant Site Coordinator 
REPORTS TO:
Site Manager Name: Anthony Tafoya


Address: 664 Cummins Way, West Sacramento, CA 95605 

Phone: (916) 373-5805 (kitchen)
POSITION SUMMARY:
Coordinates a small senior meal site at the new community center 2 or 3 days weekly. Job share to cover Monday through Friday, 11:00 AM – 1:15 PM.

West Sacramento Community Center


1075 West Capitol Ave. West Sacramento, CA 95691
Assistant Site Coordinators will greet seniors, orient new seniors to the program, set tables with prepackaged hot or cold meals, maintain reservation and sign-in forms and report to site manager at the main site in West Sacramento.
DUTIES:

1. Pick up food from Main Congregate Site in West Sacramento.

2. Set tables.

3. Greet and welcome all seniors with a friendly and respectful demeanor as they arrive.
4. Orient new seniors to the congregate meal program.
5. Accept donations from participants and return to Site Manager at Main Site each day.

6. Distribute surveys and printed information to each participant.
7. Accurately document meal sign-in forms and relay next day’s meal count to Site Manager daily.

8. Maintain client confidentiality.
9. Report any and all problems to Site Manager immediately.

10. When a senior is scheduled to receive a meal and does not arrive, volunteer reports this information to Site Manager daily.

11. Maintains a clean environment for participants.

12. Returns hot and cold containers to Main Site in West Sacramento.
POSITION QUALIFICATIONS:

General Qualifications:
· Must be at least 21 years of age 
· Neat and clean appearance and a high level of personal hygiene
· Ability to relate and communicate with seniors and staff
· Accuracy in counting and completing a small amount of paperwork

· Dependable, and an ability to work with minimal supervision
