
 
 

Volunteer & Communications Coordinator Position Description 
Part-Time (20-25 hours/week) 

 

The Coralville Community Food Pantry is a community food assistance organization that works to ensure 

all Coralville residents, young and old, have consistent access to life’s most basic rudiment: food. To 

fulfill its vision of transforming Coralville into a hunger-free community, the food pantry distributes a 

variety of nutritious groceries through its client-choice food assistance program, offers vital food to 

families with children when school is not in session through its school break nutrition program, builds 

community and provides nourishment through its free community meal program, and empowers the 

community to grow and eat healthy food through its seed library program. 

 

Reporting to the Executive Director, the Volunteer & Communications Coordinator will be responsible 

for the smooth functioning of Pantry operations and volunteer shifts, including internal communication 

with volunteers and staff, and external communication and marketing with donors, families, and other 

organizations. The Volunteer & Communications Coordinator will be a point of contact for individuals 

making first-contact with the Pantry. 

 

Key Responsibilities 
 

 Manage a volunteer base of 200+ individuals, through communication & scheduling. 

 Recruit and train prospective volunteers. 

 Facilitate multiple weekly food distributions. 

 Ensure all volunteer shifts are fully and adequately staffed. 

 Engage and retain volunteers through routine appreciation activities. 

 Support the Executive Director as first contact and addressing immediate pantry needs.  

 Maintain client and volunteer records.  

 Represent pantry at various community events. 

 Develop creative ways to engage and communicate with clients, volunteers, and the public. 

 Lead monthly meetings and direct tasks for communications committee.  

 Manage and create engaging content across various social media platforms. 

 Lead content creation for monthly mailed and electronic newsletters. 

 Assist with weekly food procurement & donation acquisitions. 

   
  

Preferred Qualifications 
  

 Experience working with and leading volunteers.   

 Ability to work effectively in collaboration with diverse groups of people. 



 Experience using personal computer with intermediate skill level for word processing, data 

management and communication, specifically including Microsoft Word, Excel, & Access. 

 Effective public speaking and presentation skills.  

 Commitment to service, comfortable making and implementing decisions, comfortable with 

ambiguity. 

 Strong interpersonal skills, organization, written, and verbal communication skills. 

 Demonstrated ability to prioritize tasks. 

 Experience working in a non-profit social services organization. 

 Passion, idealism, integrity, positive attitude, mission-driven, and self-directed. 

 Availability Tuesdays, Wednesdays, Thursdays, and minimum of two Saturdays/month are vital. 

 Bilingual or knowledge of basic written and spoken Spanish or French is a plus. 

 

Minimum Qualifications 
 

 High School Diploma or Equivalent required (Bachelor’s degree preferred). 

 Applicants must have the ability to pass a background check. 

 Compassion for those in need, positive attitude, and ability to maintain confidentiality. 

 Basic computer skills. 

 Ability to routinely lift and move up to 50 pounds. 

 

This is a part-time (20-25 hours per week) position paying $15/hr. Includes access to prorated health 

benefits. 

 

Applications due Monday, September 3 at 5pm. Applicants should submit a Cover Letter and Résumé 

(with 3 references) to the CCFP at: john@coralvillefoodpantry.org or mail to: Coralville Community Food 

Pantry, Attn: Hiring Committee, PO Box 5523, Coralville, IA 52241. 

 

The Coralville Community Food Pantry is an Equal Opportunity Employer.   

 

 


