
COOL Ministries 
Job Description   

 
 
Pantry Assistant 
 
This position is Part Time at Pantry East working 15 hours per week plus one 2 
hour Saturday shift for month. 
 
 
Description and Responsibilities 
 
The PA will monitor refrigeration, and must have the ability to direct and assist 
volunteers with their duties while in the pantry setting. The PA will be ensure 
that donations are recorded properly during shift, and that the pantry operates 
in a safe, orderly and efficient manner, bringing problems to the attention of 
the Pantry Operations Manager (POM) or designee.  The PA must be a legally 
licenced driver and be willing and able to drive the truck to pick up donations 
for the pantry. The PA is needed Tuesday, Thursday and Friday from 9 to 2.  
The PA must be able to do some moderate lifting of food boxes and donations, 
must communicate effectively, use tack, firmness and compassion in dealing 
with visitors, know all aspects of the pantry operation and work in tandem with 
the POM and Pantry Aide.  Cooperation, diplomacy, willingness to be a team 
player and work harmoniously with other staff is essential.  Flexibility is a 
must.  The POM will train the PA and this position will report directly to the 
Pantry Operations Manager. The PA must understand and support the COOL 
mission and ministry.   
 
Qualifications and Education 
 

This position requires an openness to learn, professional demeanor, good 
organizational skills, professional demeanor and management capability.  It 
requires hospitality, honesty, dependability and eagerness to serve others.  
This person must have good computer skills including Word, Access and Excel.  
Must have good communication skills, be mentally alert and detailed oriented.  
High School Diploma and valid driver’s license required. Bi-lingual in Spanish a 
plus. Knowledge of and training in safe food handling preferred. 
 
 
 

Particulars 
 

Accountability: Executive Director 
 
Annual Salary: $9.00 per hour  


