FOOD BANK OF THE SOUTHERN TIER

POSITION DESCRIPTION
Position Title: ~ Warehouse Driver Status: Non-Exempt
Department: Warehouse Operations W/C#/EEO#:  7380/7
Position Level: 2 Grade Level: 525

JOB SUMMARY

The Warehouse Driver executes local food distribution and hands-on warehouse operations for the Food Bank of the
Southern Tier (FBST). This role combines local delivery driving with active participation in daily warehouse
functions in a fast-paced, team-oriented environment where workloads and priorities can shift quickly based on
volume, donations, weather conditions, and community needs.

This role plays a critical part in advancing FBST’s mission by ensuring food and related products are handled safely,
delivered accurately, and distributed with professionalism, integrity, and respect. The Warehouse Driver works in
close coordination with the Community Impact Services team and Warehouse Operations to support accurate
deliveries, timely communication with agency partners, and prompt resolution of delivery or product issues.

Reports To: Director of Warehouse Operations

Work Type: On-site

Standard Work Schedule: Monday — Thursday, 6:30 a.m. — 3:00 p.m.; Friday, 6:30 a.m. — 12:00 p.m.
Location: 388 Upper Oakwood Ave., Elmira, NY 14903

KEY RESPONSIBILITIES
Order Fulfillment & Local Distribution

e Stages, organizes, and prepares outbound orders for delivery according to invoices, delivery schedules, and agency
requirements, verifying order completeness and resolving discrepancies prior to departure.

e Determines and manages estimated arrival times for each delivery stop based on route conditions, delivery volume,
and operational priorities.

o Loads delivery vehicles safely and efficiently, organizing product to support delivery order, minimize handling, and
reduce the risk of damage or injury.

e Delivers food and related products to agencies, programs, and partners according to assigned routes and timelines.

¢ Collects donated food and products from donor locations and ensures safe, accurate delivery either to the warehouse
or directly to agency and program partners in accordance with food safety and handling requirements.

e Communicates anticipated delays or changes in arrival times promptly to the Community Impact Services team to
support timely agency notification.

e Reports delivery issues immediately, including incorrect orders, damaged or questionable products, refused items,
or incomplete documentation.

e Notifies the Community Impact Services team of missing signatures, discrepancies, or on-site concerns to support
timely follow-up and corrective action.

e Coordinates with Community Impact Services and Warehouse staff to support corrections, returns, redeliveries, or
other next steps as directed.

o Confirms delivery accuracy and obtains required signatures and documentation.

¢ Communicates professionally and respectfully with agency partners, donors, and site personnel, identifying delivery
discrepancies, resolving minor issues when possible, and reporting unresolved concerns promptly.

Warehouse Operations & Material Handling

e Operates forklifts, pallet jacks, hand trucks, and other warehouse equipment in compliance with Occupational Safety
and Health Administration (OSHA) standards and Food Bank safety procedures.

e  Occasionally assists with unloading inbound deliveries as needed, including moving product and performing basic
visual inspection for damage or quality concerns, and reporting issues immediately.

o Inspects donated and purchased products for quality, sanitation, and food safety compliance.

e Moves, stages, rotates, and stores inventory to support accurate order fulfillment and First-In, First-Out (FIFO)
practices.
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Performs general warehouse functions including order picking, inventory movement, cleaning, and basic facility
upkeep.
Maintains clean, organized, and hazard-free work areas to support safe and efficient operations.

Vehicle Operations & Preventive Maintenance

Operates Food Bank vehicles in compliance with Department of Transportation (DOT) regulations and applicable
state and federal transportation laws.

Conducts and documents pre-trip and post-trip vehicle inspections, identifying and reporting mechanical, safety, or
operational concerns immediately.

Monitors vehicle systems including fuel levels, fluids, tires, refrigeration units, and temperature controls.
Maintains vehicle cleanliness and sanitation standards to protect food safety and present a professional appearance.
Reports accidents, incidents, traffic violations, or vehicle damage immediately and completes required
documentation accurately and on time.

Food Safety, Documentation & Compliance

Completes delivery receipts, mileage logs, trip logs, fuel logs, temperature logs, and safety inspection forms
accurately, legibly, and on time.

Monitors and records product temperatures during loading, transport, and delivery to ensure food safety and proper
temperature control.

Follows all food safety, sanitation, allergen handling, recall, and disposal procedures.

Identifies and immediately reports food safety risks, temperature deviations, or compromised products.

Maintains required licenses, certifications, and medical clearances, including Commercial Driver’s License (CDL),
DOT physical, forklift certification, and ServSafe, in current and compliant status.

Adbheres to confidentiality, data protection, and organizational compliance standards at all times.

Safety, Teamwork & Organizational Support

Follows all workplace safety policies; proactively identifies and reports unsafe conditions or behaviors; stops work
when unsafe conditions are identified; and immediately reports near misses, incidents, or accidents.

Collaborates with warehouse staff, drivers, and cross-departmental teams to support smooth daily operations.
Adjusts schedules, routes, and responsibilities as needed to support high-volume days, emergency distributions, or
operational changes.

Supports positive agency relationships through professional communication, accurate deliveries, and timely
escalation of delivery issues.

Provides backup coverage for other warehouse or driving functions to ensure seamless operations.

Engages respectfully with agency partners, donors, and community members, demonstrating sensitivity to the needs
of vulnerable populations and commitment to FBST’s mission and values.

Contributes to internal committees and cross-functional initiatives aligned with departmental priorities and
organizational needs.

Represents the Food Bank with professionalism, integrity, and respect in all interactions.

Performs other duties as assigned.

QUALIFICATIONS

High School Diploma or equivalent preferred.

Minimum one (1) year of experience in warehouse operations, delivery driving, or product distribution required.
Valid CDL Class A license with a clean driving record required.

Ability to obtain and maintain forklift certification.

ServSafe certification required or willingness to obtain within 180 days of hire.

Ability to pass Department of Transportation (DOT) physical examination and required drug and alcohol screenings.
Ability to lift, carry, and move objects weighing up to 50 pounds.

Basic math skills required, including the ability to add, subtract, multiply, and divide using whole numbers, fractions,
decimals, and standard units of measure.

Ability to work effectively in a fast-paced, high-volume, team-oriented environment with limited downtime.
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ADDITIONAL RESPONSIBILITIES

Professional Competencies

e Demonstrates integrity and professionalism with clear, respectful written, verbal, and interpersonal
communication while maintaining confidentiality at all times.

e Produces accurate, detail-oriented work under tight timelines in a fast-paced, high-volume environment; remains
calm, adaptable, and focused under pressure.

e Applies strong organizational, time-management, and problem-solving skills to manage daily responsibilities and
respond to changing priorities.

e Takes initiative and works independently while collaborating effectively with cross-functional teams.

e Builds and maintains positive, trust-based working relationships with colleagues, community partners, and
stakeholders to support operational success, alignment, information sharing, and effective program delivery.

e Demonstrates a commitment to learning, continuous improvement, and safe work practices.

Equity, Ethics & Mission Alignment

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

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

e Demonstrates behaviors that support an inclusive, respectful, and collaborative work culture.

e Upholds the Food Bank’s mission, vision, and values of Integrity, Inclusion, Learning, and Generosity, through
daily actions, communication, and decision-making.

e Adheres to organizational policies, procedures, the Code of Conduct, and all applicable federal and state laws and
regulations, including those related to confidentiality, privacy, program, documentation, compliance, and ethical
business practices.

e Fosters positive, constructive, and professional communication that supports strong working relationships and
cross-departmental collaboration.

e Performs all duties in accordance with CCDR’s corporate compliance and ethics program.

Work Environment & Availability
e Maintains availability to occasionally work outside of normal work hours.
e Travels throughout the six-county service area as needed.
e Possesses a valid driver’s license and maintains a driving record acceptable to the agency and its insurance carrier.
e Works in varying weather conditions and temperature-controlled environments.

Physical Requirements (with or without reasonable accommodation)

e Uses hands to manipulate, handle, feel, and control items or equipment (including motor vehicles).

e Sits, stands, walks, bends, stoops, kneels, climbs stairs, and reaches above or below shoulder level for extended
periods of time.
Remains in a stationary position (such as at a desk or in a vehicle) and travels for extended periods of time.
Regularly lifts or moves objects weighing up to 50 pounds.
Reads, writes, and interprets written documents effectively.
Uses standard office and communications equipment.

Mission, Vision, and Values
e Mission: Working together to build and sustain hunger-free communities throughout the Southern Tier.
e 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.
e Organizational Values: Integrity, Learning, Inclusion, and Generosity.
e Upholds and advances the mission and values of the Food Bank of the Southern Tier.
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EMPLOYER’S DISCLAIMER
e All job requirements listed in this description may be adjusted to reasonably accommodate individuals with
disabilities.

o This job description outlines key responsibilities but is not an exhaustive list of all duties, responsibilities, or
qualifications associated with the position. Employees will be required to perform other job-related tasks as assigned
by their supervisor or senior leadership team.

e This document does not create an employment contract, implied or otherwise. Employment remains on an "at-will"
basis, subject to applicable laws and organizational policies.
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