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Job Description 

WAREHOUSE ASSISTANT 
 

 
 
Department: Operations   Reports To:  Warehouse Manager 
Approved By: Marie Jachino   Approved Date: 10.01.2020 
 
HOURS: This position is 32.5 hours per week - Tuesday through Friday 8:00 am - 3:30 pm 
and Saturday 8:00 am to 12:30 pm with after-hours / weekend work as needed. 
 
PAY RATE: $14.00 - $17.00 per hour, depending on experience. 
 
SUMMARY  
The Elk Grove Food Bank Services (EGFBS) Warehouse Assistant position is primarily 
responsible for day-day-day physical operations and warehouse appearance, including 
receiving, handling, and inventorying donated goods as well as driving a van or truck to 
and from distribution sites and donor/vendor locations as needed. The position also 
performs a variety of warehouse duties that have some physical demands, requires 
attention to detail, and the ability to work well with others and to understand and meet 
regulatory and safety requirements. 

The Warehouse Assistant will interact with clients, staff, volunteers, donors, and other 
community organizations. It is essential that the incumbent be empathetic, courteous, and 
professional. A regular, valid California driver’s license is required, along with a clean DMV 
driving record.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The duties and responsibilities of the Warehouse Assistant include the following:  

 Receive and prepare orders of donated goods (e.g., fresh fruits and vegetables, 
canned foods, etc.) by loading/unloading, counting, verifying received products 
against bills of lading and other records, logging incoming and outgoing 
shipments on pallets and/or in boxes, and completing all related paperwork 
including pounds received using the electronic inventory database system. 

 Update product inventory in electronic inventory system(s); assist with 
inventory cycle counts and reconciliation of inventory logs. 

 Inspect donated goods for damage or spoilage and report any problems to 
supervisor. Rotate existing produce to ensure old product is used first. 

 Check product expiration dates to ensure code dates are within regulatory limits. 
 Use a forklift and/or pallet jack to organize and place product on shelves or 

storage/loading areas as appropriate and in a safe, efficient, and useful 
manner as needed to create appropriate arrangements for staging. 

 Drive Food Bank van or truck on scheduled and unscheduled routes to pick 
up or transport goods donated to EGFBS to the Warehouse or designated  
sites in the Sacramento region. 

 Load and unload pallets and/or boxes of donated goods upon delivery and  
complete receiving logs and orders paperwork, including pounds distributed. 
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 Assist with inventory cycle counts and reconciliation of inventory logs. 
 Maintain trucks and forklifts (e.g., checking fluid levels, fueling, cleaning, 

tires, etc.) and Fleet Maintenance Logs to ensure compliance with all safety 
requirements. 

 Complete all truck logs and mileage logs accurately and on a timely basis. 
 Maintain clean and safe warehouse facilities, equipment, and refrigeration, 

including outdoor areas related to warehouse operations, and inform 
supervisor of any storage-related problems. Tasks may include mopping, 
sweeping, dusting, and other housekeeping and sanitation tasks. 

 Possess ServSafe food safety certification or able to obtain upon hire. 
 Perform pest inspections daily, including reporting trap status. 
 Perform any additional tasks and duties as requested or assigned. 

 
SUPERVISORY RESPONSIBILITIES 
The Warehouse Assistant may be asked to supervise volunteers assigned to the 
Warehouse Manager by the EGFBS Volunteer Coordinator.   
 
SKILLS / QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
listed above satisfactorily. The qualifications listed below are representative of the 
knowledge, skills, and/or abilities required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
Education / Experience 

 High school diploma 
 Forklift certification 
 Ability to perform basic math (add, subtract, multiply, divide whole numbers) 
 with minimum 95% accuracy 
 Basic computer skills (e.g., send/receive email, prepare basic 

correspondence, perform basic data entry) 
 Excellent history of attendance and on-time performance 
 Experience working in a fast-paced environment 

 
Personal Attributes  

 Committed to Elk Grove Food Bank’s mission and vision and to the alleviation 
of hunger and sympathetic to the needs of individuals experiencing food 
insecurity 

 Ability to represent the Elk Grove Food Bank Services in a professional 
manner and maintain a clean, well-groomed appearance 

 Comfortable working and interacting with people from diverse ethnic, 
economic, and cultural backgrounds in a patient, respectful manner 

 Able to take direction well 
 Can manage multiple projects with attention to detail, handle multiple 

interruptions, maintain focus on tasks, and produce accurate work 
 Able to use sound reasoning and logic while performing all tasks and 

responsibilities. 



Page 3 of 3 
 

 
Communication Skills  

 Excellent verbal communication skills, including exception listening skills 
 Spanish speaking a plus 

Behavioral Skills  
 Flexible self-starter with the ability to work both independently and in group 

settings 
 Prompt, organized, and reliable 
 Sensitivity to diversity and the ability to work with people of different 

nationalities, ethnic origins, and socio-economic levels is essential 

Physical Requirements 
 Must have the ability to stand, walk, bend, sit, kneel, climb stairs, talk, and 

hear  
 Must be able to lift and/or carry up to 50 pounds and climb in and out of a van 

or truck 
 Able to work in a warehouse environment or at distribution sites with 

physical and weather-related demands, with or without accommodation. 
 
The physical demands are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
WORK ENVIRONMENT 
This position is both active and sedentary. The incumbent typically works in warehouse 
environment approximately 90% of the time, physically overseeing the boxing and 
distribution of food, drive to and from the program sites, and manage the food distribution 
at our off-site programs. The noise level in the EGFBS Warehouse is considered low in 
comparison to typical warehouse environments. 
 
The balance of the time (10%), the incumbent will work in an office environment and may 
require the use of a computer, telephone, and other office equipment. The noise level in 
this work environment is typical of that of an office. 
 
DISCLAIMERS 
This job description in no way states or implies that these are the only duties to be 
performed by an employee occupying this position.  Employees may be required to 
perform other related duties as assigned, to ensure workload coverage. Employees are 
required to follow any other job-related instructions and to perform any other job-related  
duties requested by their supervisor. This job description does NOT constitute an 
employment agreement between the employer and employee and is subject to change by 
the employer as the organizational needs and requirements of the job change. 
 
The job specification requirements stated are representative of minimum levels of 
knowledge, skills, and abilities to perform this job successfully. Any satisfactory equivalent 
combination of experience and training which ensures the ability to perform the work may 
substitute for the above so that the employee will possess the abilities or aptitudes to 
perform each duty proficiently. 


