FOOD BANK OF THE SOUTHERN TIER
POSITION DESCRIPTION

JOB SUMMARY

The Community Impact Coordinator supports the Food Bank's mission by serving as the primary relationship manager for
an assigned portfolio of Community Impact programs, agency partners, program partners, and community partnerships
within designated counties. This position coordinates and administers program implementation, partner engagement,
technical assistance, compliance activities, coalition facilitation, and related responsibilities that strengthen partner
capacity, improve equitable access to food resources, and support the effective delivery of Community Impact programs
and services throughout the Food Bank's six-county service area. The position requires exceptional relationship-building,
communication, organization, coordination, and project-management skills, along with the ability to thrive in a fast-paced,
high-volume, high-expectation environment where priorities frequently shift in response to community needs, operational
demands, and organizational initiatives. The successful candidate must effectively manage multiple competing priorities,
adapt quickly to change, maintain strong attention to detail, consistently produce high-quality work, and collaborate
effectively across departments to advance the Food Bank's mission and strategic priorities.

Reports To: Director of Community Impact

Work Type: Hybrid. This position is primarily field-based and requires regular travel throughout the assigned service
area. A minimum of two (2) days per week is required at the Food Bank to support administrative
responsibilities, team collaboration, meetings, training, and other organizational activities. The
supervisor may establish designated in-office workdays and require additional in-office days based on
operational needs. Remote work requires a reliable internet connection with minimum speeds of 50
Mbps download and 8 Mbps upload to effectively perform assigned responsibilities.

Standard Work Schedule: Monday — Thursday, 8:00 a.m. — 4:00 p.m.; Friday, 8:00 a.m. — 1:00 p.m.
Work schedules may be adjusted to accommodate partner visits, site visits, trainings,
meetings, community events, and other operational needs. Field work should be planned
to maximize operational efficiency within the assigned service area while effectively
supporting partner needs and assigned responsibilities. Occasional evening and weekend
work is required.

Primary Work Location: 388 Upper Oakwood Ave., Elmira, NY 14903

Assigned Service Area
0] Broome & Tioga Counties
Steuben, Schuyler & Tompkins Counties

KEY RESPONSIBILITIES
Community Program & Partner Management

e Serves as the primary point of contact and relationship manager for Community Impact programs, agency partners,
program partners, and community partnerships within an assigned partner portfolio.

e Serves as the primary resource for day-to-day partner questions and operational concerns by coordinating issue
resolution through the Community Impact team and facilitating communication with appropriate internal
departments.

e Develops and maintains collaborative relationships with agency partners, program partners, volunteers, and
community stakeholders to strengthen partnerships, increase community engagement, and support hunger-relief
efforts.

o Identifies partnership opportunities, recruits prospective agency and program partners, and cultivates collaborative
relationships while coordinating the partnership application process with the Community Impact team.

e Coordinates the implementation and ongoing administration of assigned Community Impact programs to support
effective program delivery and positive partner experiences.

e Provides technical assistance, guidance, and ongoing support to agency and program partners by assisting them in
understanding and applying Food Bank policies, Feeding America requirements, Hunger Prevention and Nutrition
Assistance Program (HPNAP), The Emergency Food Assistance Program (TEFAP), and other applicable program
requirements.
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Conducts required compliance site visits and other partner site visits during partner service hours to observe services
being provided, assess program operations, monitor compliance with applicable requirements, strengthen partner
capacity, identify opportunities for improvement, and communicate findings to the Community Impact team.
Collaborates with internal staff, subject matter experts, and agency and program partners to support implementation
of corrective action plans, maintain partner engagement, provide follow-up assistance, and escalate ongoing
concerns through the Community Impact team, as appropriate.

Provides ad hoc training and technical assistance to agency and program partners, as needed, regarding partner
systems, operational processes, and Food Bank programs between onboarding and formal training sessions.
Assists agency and program partners with utilizing and troubleshooting the Service Insights, MealConnect, and other
applicable technology platforms while collaborating with appropriate internal staff to resolve technical or
operational issues.

Promotes Food Bank programs, funding opportunities, grant initiatives, and community resources while assisting
partners with participation, implementation, and general program-related questions.

Maintains regular, timely, and responsive communication with agency and program partners while connecting them
with available Food Bank and community resources.

Maintains Mobile Food Pantry schedules and calendars for the assigned service area while coordinating program
scheduling updates with the Community Impact team.

Communicates updates to partner-facing systems, website content, partner portal information, external calendars,
and other centralized resources to the Community Impact Operations Coordinator for implementation.

Contributes monthly program updates, partner information, success stories, and other relevant content for
Community Impact communications and partner newsletters.

Collects and communicates partner feedback, operational concerns, and emerging community needs to support
continuous improvement across Community Impact programs and services.

Maintains accurate, timely, and complete program documentation and partner records in accordance with
organizational policies, regulatory requirements, and established procedures.

Community Collaboration & Engagement

Facilitates county coalition meetings and other collaborative partner meetings within the assigned service area by
fostering engagement, documenting discussion outcomes, capturing and communicating action items, monitoring
follow-up activities, and promoting ongoing partner collaboration.

Facilitates communication among agency partners, program partners, volunteers, community organizations, and
internal departments to promote consistent messaging and coordinated service delivery.

Identifies and recruits agency and community representatives to participate in county coalitions, the Agency
Advisory Committee, and other collaborative partner groups.

Represents the Food Bank at county coalitions, community meetings, partner events, and other collaborative
initiatives by sharing organizational information, promoting available resources, strengthening community
relationships, educating partners, and communicating partner perspectives to appropriate internal stakeholders.
Collaborates with the Advocacy & Education team, community partners, and local stakeholders to support
community education, public awareness, and approved advocacy initiatives within the assigned service area.
Refers all media inquiries, public statements, and requests for official organizational information to the Development
& Community Engagement Department or other authorized organizational representative and communicates on
behalf of the Food Bank only when authorized to do so.

Cross-Functional Collaboration & Department Support

Collaborates with the Community Impact team, other internal departments, Feeding America member food banks,
Food Policy Councils, and community organizations to support coordinated program delivery, exchange best
practices, resolve partner concerns, avoid duplication of services, and strengthen Community Impact programs.
Participates, as needed, in program, partner, grant, and other departmental evaluation activities to support informed
decision-making and continuous improvement.

Participates in cross-departmental meetings, organizational initiatives, and special projects that support the Food
Bank's mission and strategic priorities.

Performs other duties and special projects as assigned.
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QUALIFICATIONS

Associate's degree in human services, social work, nonprofit management, public administration,
communications, or a related field preferred; an equivalent combination of education and relevant experience is
also acceptable.

Minimum of two (2) years of relevant experience in nonprofit, human services, social services, customer service,
or other client- or community-facing roles.

Strong organizational, planning, and time management skills with the ability to manage multiple projects, adapt
to shifting priorities, and meet competing deadlines in a fast-paced, high-demand environment.

Strong verbal, written, and interpersonal communication skills, including the ability to build collaborative
relationships, facilitate group discussions, and communicate effectively with diverse audiences.

Proficiency in Microsoft Office applications, including Outlook, Word, Excel, PowerPoint, and Teams;
experience with databases, client relationship management (CRM), or program management software such as
Primarius, Foundant, or similar systems is preferred.

Experience working with individuals from diverse socioeconomic and cultural backgrounds, including those who
have experienced trauma or are navigating the social safety net, is strongly preferred.

ServSafe® certification must be obtained within ninety (90) days of hire. Training and certification will be
provided at the Food Bank's expense.

Valid driver's license with a driving record acceptable to the Food Bank's insurance carrier and the ability to travel
regularly throughout the Food Bank's six-county service area.

ORGANIZATIONAL EXPECTATIONS
Professional Competencies

Demonstrates integrity, professionalism, and sound judgment while communicating clearly and effectively
through written, verbal, and interpersonal interactions and maintaining confidentiality at all times.

Produces accurate, high-quality, detail-oriented work while managing multiple priorities, competing demands,
and deadlines in a fast-paced environment with consistent follow-through and accountability.

Applies strong organizational, coordination, analytical, problem-solving, and time-management skills to
effectively prioritize work, streamline workflows, coordinate multiple assignments, and consistently deliver
results.

Works effectively both independently and collaboratively by managing assigned responsibilities while
maintaining regular communication with supervisors, colleagues, and cross-functional teams to achieve
departmental and organizational goals.

Exercises sound judgment by evaluating information, prioritizing work, resolving routine issues, anticipating
potential challenges, and making informed decisions and recommendations consistent with established policies,
procedures, and departmental objectives.

Builds and maintains productive, trust-based working relationships through professionalism, responsiveness,
collaboration, mutual respect, and a commitment to exceptional internal and external customer service.
Demonstrates initiative by identifying opportunities to improve processes, increase efficiency, and recommend
practical solutions that enhance departmental and organizational effectiveness.

Demonstrates curiosity, adaptability, and a commitment to continuous learning by remaining current on
organizational priorities, industry trends, emerging technologies, and best practices relevant to the position.
Utilizes Microsoft Office Suite and other applicable business systems, databases, software applications, and
technology to effectively communicate, manage information, support departmental operations, and accomplish
assigned responsibilities.

Analyzes and interprets data using reports, dashboards, spreadsheets, graphs, formulas, and other analytical tools
to identify trends, evaluate performance, measure outcomes, and support informed decision-making within the
scope of the assigned responsibilities.

Equity, Ethics & Mission Alignment

Engages respectfully and effectively with individuals from diverse socioeconomic, cultural, and lived-experience
backgrounds while demonstrating sensitivity to the needs of vulnerable populations.

Promotes fairness, cultural sensitivity, and equitable access to programs and services, reflecting a strong
commitment to justice, social responsibility, and the Food Bank's mission.

Demonstrates behaviors that foster an inclusive, respectful, collaborative, and professional work environment
while contributing positively to team effectiveness and organizational culture.
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Upholds the Food Bank's mission, vision, and values of Integrity, Inclusion, Learning, and Generosity through
daily actions, communication, and decision-making.

Adheres to organizational policies, procedures, the Code of Conduct, and all applicable federal, state, and local
laws and regulations, including those related to confidentiality, privacy, documentation, ethics, compliance, and
professional standards.

Communicates in a respectful, constructive, and solution-oriented manner that strengthens relationships,
promotes collaboration, and supports a positive workplace culture.

Performs all responsibilities in accordance with CCDR's Corporate Compliance and Ethics Program.

Work Environment

This position is primarily field-based and requires regular travel throughout the assigned service area to support
agency partners, program partners, site visits, community meetings, and other Community Impact activities.
Work is performed in a variety of environments, including Food Bank offices, warehouse facilities, partner
agencies, community locations, and other off-site settings.

Occasionally travels throughout the Food Bank's six-county service area to support cross-county collaboration,
organizational initiatives, meetings, trainings, and other operational needs.

May work indoors and outdoors and be exposed to varying environmental and weather conditions while
performing assigned responsibilities.

Must possess and maintain a valid driver's license and a driving record acceptable to the Food Bank and its
Possesses and maintains a valid driver’s license and a driving record acceptable to the Food Bank and its insurance
carrier. May require the use of a personal vehicle for business-related travel when an organizational vehicle is
unavailable.

Physical Requirements (with or without reasonable accommodation)

Uses hands and fingers to operate computers, office equipment, mobile devices, and motor vehicles.

Sits, stands, walks, bends, stoops, kneels, reaches, and climbs stairs as necessary to perform assigned
responsibilities.

Remains in a stationary position for extended periods while working at a computer workstation, driving, or
attending meetings.

Occasionally lifts, carries, pushes, pulls, or moves materials weighing up to twenty (20) pounds.

Reads, prepares, reviews, and interprets written documents, electronic communications, and computer screens.
Communicates effectively using verbal, written, and electronic communication methods.

Operates standard office equipment, including computers, printers, telephones, cameras, and other
communication technology.

Mission, Vision, and Values

Mission: Working together to build and sustain hunger-free communities throughout the Southern Tier.

Vision: The Food Bank of the Southern Tier is committed to creating a future without hunger, where access to
healthy food by all is recognized as fundamental to the well-being and success of individuals and the foundation of
a strong, vibrant society.

Organizational Values: Integrity, Learning, Inclusion, and Generosity.

Upholds and advances the mission and values of the Food Bank of the Southern Tier.

EMPLOYER’S DISCLAIMER

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential
functions of the position.

The responsibilities and qualifications outlined in this position description are intended to describe the general nature
and level of work performed by employees assigned to this position. They are not intended to be an exhaustive list
of all duties, responsibilities, or qualifications.

Employees may be assigned additional duties or responsibilities based on organizational needs.

This position description does not constitute an employment contract or guarantee of employment. Employment
with the Food Bank of the Southern Tier remains “at-will”, subject to applicable laws and organizational policies.
Any offer of employment is contingent upon successful completion of all pre-employment requirements, including
a background check conducted in accordance with applicable federal, state, and local laws.
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