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Job Descrip,on for Youth and Senior Programs Compliance 
and Fulfillment Coordinator 

 
 

Job Title: Youth and Senior Programs Compliance and Fulfillment/Warehouse Coordinator 

Department: Opera;ons 

Reports To: Warehouse Manager/With Consistent Communication and Direction from the Youth and 
Senior Programs Manager 

Supervises: None 

Job Type: Full-;me 

Employment Classifica;on: Non-Exempt 

 

Posi;on Overview: 

As a member of Warehouse/ Program Development, the Youth and Senior Programs Compliance 
and Fulfillment/Warehouse Coordinator works to optimize departmental compliance, inventory 
control, and fulfillment procedures while actively monitoring and expanding current Youth and 
Senior Programs’ community outreach capabilities.  

 

Du;es and Responsibili;es: 

  Fulfillment/Inventory Control/Warehousing 
• Ensure YSP orders to be shipped are accurately prepared/staged within appropriate 

timeframes 
• Process YSP orders through Primarius Inventory Control system 
• Assist with the proper receiving of YSP program-designated products through Primarius 
• Assist with collection of all YSP orders receiving documentation (BOLs/PO copies/order 

files) 
• Collaborate with YSP staN and the Procurement Coordinator to ensure product stock is 

adequate for YSP program distribution channels 
• Provide regular, timely, thorough, and accurate compliance and YSP inventory reporting 
• Assist warehouse with pulling orders consisting of dry, refrigerated, frozen products. 

   
 Compliance:  SHFB Audits/Warehouse/Fleet Maintenance 

• Prepare pre-Trip Inspections/Logs, vehicle maintenance for YSP vehicles, equipment 
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• Maintain required vehicle inspection reports, cleaning and safety logs, and ensure that all 
SHFB policies related to truck maintenance and documentation are in order 

• Prepare for any and all audits of SHFB, grant requirements, and distribution of information 
• Read, understand, and follow the GMP handbook and pass a ServSafe Food Safety training 
• Collaborate with YSP staN and Operations/Facilities staN to ensure department compliance 

with Feeding America, AIB, TDOT, OSHA, 3rd Party audits, USDA, etc. 
• Prepare YSP storage and staging areas for Warehouse/Food Safety audit compliance  
• Assist in inventory counts 

 
 
Additional Responsibilities 

• Provide excellent customer service and communication to partner sites, volunteers, 
vendors, donors, and/or other food bank staN—including a timely response to phone calls 
and emails 

• Assist Programs, Operations, Warehouse, and other departments as needed to pick up or 
deliver orders, assist with equipment transfers, etc. (Commercial truck driving experience 
and current, relevant certifications preferred) 

• Support and assist the Development staN as needed in Food for Kids and Senior Outreach-
related fundraising events, promotions, and campaigns 

• Janitorial responsibilities: sweeping, dusting, floor mopping, floor scrubbing, trash disposal, 
cleaning of entire outside campus, any tasks your supervisor requests 
 
 

Required Skills: 
• Ability to work with Programs staN to achieve program objectives 
• Ability to prioritize program and organizational compliance and order fulfillment needs 
• Competence with Microsoft Outlook, Word, and Excel, internet browsing, etc. 
• Ability to safely operate/maintain company vehicles and other equipment as needed 
• Excellent verbal and written communication skills 
• F Endorsement Driver’s License and DOT Medical Card required 

 
Physical Demands: 
The physical demands described here 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. 
 
While performing the duties of this job, the employee is regularly required to use hands to handle, 
feel, or reach. The employee is frequently required to stand, walk, and sit. The employee is 
occasionally required to stoop, kneel, crouch, or crawl.  The employee must regularly lift and/or 
move up to 10 pounds, frequently lift and/or move up to 25 pounds, and occasionally lift and/or 
move 50-100 pounds.  Specific vision abilities required by this job include close vision, distance 
vision, peripheral vision, depth perception, and the ability to adjust focus.  The employee must also 
be able to work in both a hot and cold environment. 
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Qualifica;ons: 

• Educa;on: Required and preferred educa;onal qualifica;ons. 

• Experience: Minimum and preferred years of experience and relevant industries. 

• Skills: Essen;al technical and soG skills. 

• Cer;fica;ons: Driver license/with F endorsement, Cer;fica;on for forkliG, reach liG, electric 
pallet jack, and ride-on electric pallet jack 

• Competencies: Key competencies and behaviors expected in the role. 

 

Working Condi;ons: 

• Work Environment: Primarily warehouse environment with regular work in freezer, cooler, and 
dry storage areas, exposure to varying temperatures, equipment, and forkliG traffic; occasional 
office work as needed. Driver fill-in as needed.  

• Work Schedule: Monday -Friday, 7:30 am-4:30 pm  

 

Compensa;on and Benefits: 

• Salary: Compe;;ve based on experience. 

• Benefits Package: Health Insurance, Dental Insurance, Vision Insurance, Life Insurance, Simple 
IRA Re;rement Plan, Paid Leave and Wellness Days off.

 

Equal Employment Opportunity Statement: 

Second Harvest Food Bank of East Tennessee is an Equal Opportunity Employer. All qualified applicants 
will receive considera;on for employment without regard to race, color, religion, sex, sexual orienta;on, 
gender iden;ty, na;onal origin, disability, or veteran status.

 

Drug-Free Workplace: 

We are commi_ed to maintaining a drug-free workplace. This policy ensures a safe, healthy, and 
produc;ve work environment for all employees. 
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This job descrip;on does not encompass all the du;es of the role. Supervisors or managers may assign 
addi;onal tasks as needed. The job descrip;on can be revised at any ;me and is not a contract for 
employment, nor does it alter the at-will employment status with Second Harvest Food Bank of East TN. 
Both Second Harvest Food Bank of East TN and the employee have the right to terminate employment at 
any ;me for any reason. 

 

 

 

I have read and understand the above job descrip;on. 

 

Employee Signature: ________________________________        Date: ______________________________ 


