Nutrition Services Distribution Coordinator

Position Status: Part-Time Permanent with benefits after probationary period 
(4 days per week, approximately 8:00 a.m.–12:00 p.m.; hours may vary slightly)
Position Summary
The primary responsibility of this position is to support the daily operation of the Ashland Meals on Wheels program by transporting meals, preparing delivery routes, and ensuring volunteers have everything needed for timely meal delivery for approximately 70 meals per day for 5 routes. Provide back-up coverage for local meal route deliveries if needed.
Benefits
13 Paid Holidays					Paid Time Off (PTO)
Professional development assistance			Supportive work environment
Flexible schedule	Opportunity for additional days 
Direct Deposit Pay every two weeks	Cellphone Stipend
Ability to opt-in to supplemental insurance with an agency paid $20 per month stipend
Essential Duties and Responsibilities
On Mon, Weds, Thurs:
· Begin each workday at our vehicle storage facility to pick up the food transport van
· Go to our packing facility to organize route bags and heating/cooling equipment as needed for the day
· Safely operate the agency food transport vehicle to pick up pre-packaged meals from the vendor in Washburn and transport them to the Ashland packing facility – one day a week, this position picks up a donation from a Washburn business in the morning also
· Repack meals and all related components into route bags for home-delivered meal routes
· Ensure Meals on Wheels volunteers receive delivery paperwork, complete and accurate meals in route bags on schedule
· Return transport containers to the meal vendor and return the food transport vehicle to storage
· Accurately track meal counts, complete required paperwork, and maintain temperature logs
· Maintain compliance with food safety, sanitation, and health department standards
· Report on unsafe conditions, equipment issues, or accidents immediately
· Clean and sanitize work areas, route bags, meal transport containers, carts, counters, floors, and equipment
· Maintain clean, organized, and equipment storage and work areas
· Assist with training new employees or volunteers for the position as assigned
· Attend required staff meetings and training sessions
· Perform other duties as assigned
On Fridays: 
· Begin at packing center at 8 am, readying dining area for breakfast service
· Make coffee and hot water for tea
· Prepare coffee supplies and condiments for meals
· Plug in heat table if needed
· Prepare the correct number of utensils and dining ware for the number of diners
· Serve breakfast
· As diners are eating, ready dishwater, and start washing dishes
· There is a volunteer to help sanitize tables and help with prep for meal
· Breakfast is a simple service.
Qualifications
· High school diploma or equivalent
· Previous food service experience a plus
· Valid driver's license and insurance with a clean driving record
· Successfully pass drug test, caregiver and criminal background checks
· Ability to safely operate agency vehicles and train others in proper procedures
Knowledge, Skills, and Abilities
· Ability to interpret and apply policies, procedures, written instructions, and applicable Federal, State, and local regulations
· Strong organizational and time management skills with the ability to prioritize multiple tasks and meet deadlines with minimal supervision
· Excellent attention to detail, including accurate meal counts, documentation, and temperature monitoring
· Ability to complete detailed work accurately
· Strong communication skills, both verbal and written, including the ability to handle confidential information appropriately
· Ability to exercise sound judgment, remain calm under pressure, and adapt to changing priorities
· Ability to establish and maintain positive working relationships with staff, volunteers, vendors, and community partners
· Ability to maintain professionalism, confidentiality, and work assigned hours, including occasional additional hours as needed
Working Conditions
This position requires frequent physical activity, including driving, sitting, standing, walking, bending, twisting, reaching, lifting, carrying, and repetitive arm and wrist movements while packing meals. Duties may also involve occasional pushing, pulling, kneeling, and squatting.
The position requires lifting, carrying, and transporting packed meal bags and other materials weighing up to 40 pounds. Employees must be able to safely perform repetitive motions and physical tasks throughout the workday while maintaining established food safety and quality standards. 
Work is performed in a kitchen, food packing area, vehicle, and warehouse/storage setting. Employees may be exposed to varying temperatures while transporting meals and working with heated and refrigerated food containers.

Equal Employment Opportunity & Reasonable Accommodation
Ashland Aging is an Equal Opportunity Employer. In accordance with the Americans with Disabilities Act (ADA), Ashland Aging provides reasonable accommodations to qualified individuals with disabilities and encourages both applicants and employees to discuss accommodation needs with the agency.
