Home Delivered Meals Coordinator
Position Title: HDM Coordinator
Classification: Non-Exempt 
Hours: Full-Time
Reports To: Nutrition Program Manager/TRC Administrator
Salary: Starts at $19/hr DOE
NATURE OF WORK
Under minimal supervision, develops necessary materials for the OAA Home Delivered Meals (HDM) Program; assess clients for eligibility; maintains records of all OAA HDM Program documents; provide site leaders with information to support HDM clients. 
ESSENTIAL FUNCTIONS:
The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties. On occasion, may be required to work outside scheduled hours, including evenings and/or weekends.
The Home Delivered Meals Coordinator will:
· Become educated in all components of the Home Delivered Meal Program. 
· Ensure that the registration and enrollment is completed for program participants.
· Will require home visits for the assessment process. 
· Manage program staff
· Food Prep Team Lead
· Delivery Lead
· Volunteer Pool 
· Provide customer services and general information and resolve problems and customer service inquiries and requests within scope of authority. 
· Maintain program accounting and administrative records for program.
· Input data and maintain administrative and program database specifically for HDM program.
· Collect and account for donations and revenue for program.
· Maintains inventory of supplies and equipment.
· Collects information, tracks services provided, monitor results, and compile data for reports for program into CLC. 
· Provide and maintain Inventory Pack Sheets for upcoming meals. 
· Ensure Food Prep Team Lead has necessary supplies.
· Submit weekly supply orders to Nutrition Program Manager. 
· Assist the Nutrition Program Manager in preparing menus and educational materials.
· Using route software prepare route lists weekly for Delivery Lead. 
· Prepare and/or assist with preparing facilities for activities and events.
· Assist in the development and distribution of special promotional materials, and newsletters for all nutrition sites. 
· Write monthly newsletter articles. 
· Explain Senior Programs to clients, community groups and volunteers.
· Provide back-up support to other staff as needed or directed.
· Maintain absolute confidentiality of work-related issues, personnel records, and organization information; complies with the confidentiality standards of the Privacy Act of 1974, {U.S.C. § 552A} as amended.
· Must be willing to travel, including overnight stays for training, meetings and conferences as needed.
· Must complete other duties as assigned.

WORKING ENVIRONMENT / PHYSICAL DEMANDS:  
Work is performed in a standard office environment, commercial kitchens, and recreation facilities, home visits; work involves physical demands of standing, walking, lifting 25 pounds regularly, lifting 50 pounds on occasion and frequent use of a personal computer, driving.
EMPLOYMENT STANDARDS:
High School Diploma or G.E.D. equivalent; AND two (2) years of customer service experience, or work in a related field.
A valid Driver’s License is required. Provide valid personal vehicle insurance.  Must complete the First Aid/CPR and HIPAA training programs within 30 days of hire and pass a background investigation. 
Food Workers Card is required, must be obtained within 7 days of hire. 
KNOWLEDGE AND SKILLS REQUIRED:
Knowledge of: 
· Basic safety rules & regulations for commercial environments.
· Principles of record keeping and records management.
· Business and personal computers, and standard software applications.
· Creating routes for delivery.

Skills in: 
· Interacting with a diverse group of elder clients in a cooperative, compassionate, and caring manner.
· Training and supervising the work of part-time volunteer staff.
· Interacting with people of all social, economic, cultural, and ethnic backgrounds.
· Maintaining accurate records.
· Operating a personal computer utilizing standard and specialized software.
· Establishing and maintaining effective working relationships with co-workers, supervisor, director, Board of Directors, and other stakeholders.
· Following verbal and written instructions. 
· Meal preparation/food service.


