
/ 

Revised 09/26/18 

FOOD for LANE COUNTY  
JOB DESCRIPTION 

 

POSITION TITLE:   Warehouse Assistant 

RESPONSIBLE TO:  East End or West End Manager, depending on position 

HRS PER WEEK:  40        

CLASS: Non-exempt 

COMPENSATION:  $13.70- $14.00/hr. Health insurance benefits offered after 60 days of 
employment; other benefits offered after 90-day mutual trial service period is satisfactorily 
completed. 
 
 

SUMMARY of POSITION: 
This position provides support to the warehouse operation by performing duties such as 
receiving, order picking, sorting, serving partner agencies, and general housekeeping while 
always adhering to proper food storage, food handling, and safety procedures. 
 

PRIMARY TASKS & RESPONSIBILITIES: 

 Assist in preparation of daily orders 
 Assist drivers in loading and unloading trucks 
 Assist in ongoing organization of the warehouse area and its activities 
 Help sort and stock food items 
 Able to properly identify product and assign codes 
 Able to accurately receive product and complete related documentation 
 Assist in proper storage, stacking, weighing and temperature control for food product 
 Assist with warehouse recycling program 
 Able to engage walk-in donors and demonstrate excellent customer service skills 

 Able to organize warehouse to maximize space 
 Work with other warehouse staff and volunteers 
 Design tasks and provide supervision for volunteers 
 Operates and maintains warehouse equipment and company vehicles in a safe manner 

 

OTHER TASKS & RESPONSIBILITIES: 

 Maintain neat and clean personal appearance 
 Actively demonstrate FFLC’s values of compassion, collaboration, and inclusion 
 Attend monthly All Staff meetings 
 Attend weekly Operations Team meetings 
 Engage in ongoing program planning with other staff 

 Represent FFLC to the public with knowledge and respect  
 Provide excellent customer service 
 Perform other duties as requested by supervisor  

 
 
 
SKILLS & QUALIFICATIONS: 
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 Ability to perform strenuous and repetitive physical labor, frequently lifting up to 50 
pounds repetitively and occasionally lifting and moving objects up to 75 pounds.  

 Ability to safely push and pull pallets up to 2,000 pounds while operating a pallet jack.  
 Ability to follow procedures 

 Ability to enter information on inventory control records 
 Experience with safe food handling  
 Able to work in hot and cold environments (coolers, freezers, and open warehouse) as 

part of normal daily routine 
 Must be responsible and self-managed 

 Must demonstrate excellent mental arithmetic skills 
 Able to obtain Forklift certification 
 Must hold a current Food Handlers Card 
 Must be alcohol and drug free 

 Proficient in use of basic Outlook communication tools 
 All offers of employment are contingent upon passing a background check 
 Must have a valid Oregon Driver’s License and qualify for insurance coverage with Food 

for Lane County’s insurance carrier. Some exceptions to the driving requirement may be 
made based on the position. 

 Must be able to operate vehicles, fork lifts, and other material handling equipment  

 


