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POSITION DESCRIPTION 

Choice Food Pantry Assistant - PT 
 
SUMMARY: 
The Food Pantry Assistant will assist in the functioning of the New Bethany Choice Food Pantry and 
serves as a guide and direct contact for all those using the services of the organization’s hospitality 
services. From 8:00am-1:00pm Monday- Friday. This is a part time, non-exempt employee of New 
Bethany, Inc. The position pays $13/hour starting wage.  
 
ACCOUNTABILITY: 
The Choice Food Pantry Assistant reports to the Director of Mollard Hospitality Center. 
 
SPECIFIC RESPONSIBILITIES: 
The Choice Food Pantry Assistant will: 

1. Assist clients in the food pantry; 
2. Prepare and distribute consumer’s food selections; 
3. Utilize a digital inventory and ordering system to input client information and complete 

inventory upon receiving deliveries. 
4. Assist with all operations of the food pantry, not limited to, stocking shelves, receiving all food 

donations, and baked good deliveries; 
5. Demonstrate a professional demeanor in all interactions with clients, volunteers, and 

colleagues; 
6. Greet and assist clients at the pantry with respect and dignity. 
7. Promote and achieve a positive work environment; 
8. Accept & track in-kind donations and complete donation receipts;  
9. Fill in for Truck Driver, or other MHC staff as needed; 
10. Assist in other areas of the organization as needed, including soup kitchen and hospitality. 
11. Attend professional development training;  

 
QUALIFICATIONS: 

1. A High School or General Equivalency Diploma.  
2. Employee must be 21 years or older. 
3. Employee must be computer literate and have experience with databases and preparation of 

reports. 
4. Employee may not have an Indicated or Founded Child Abuse Offense. 
5. Spanish translation services (preferred but not required) 
6. Must be able to perform his/her primary responsibilities with skill and safely.   
7. Must have a valid PA license and ability to drive small box truck and van. 
8. Must be passionate about the mission of NBM and know how to interact constructively and in a 

non-judgmental manner with those we serve. 
9. Employee must be of good moral character, may not have been convicted of a violent or drug 

related felony and must be able to perform his/her primary responsibilities with reasonable skill 
and safety.  Exceptions require approval of the Personnel Committee 


