
JOB POSTING 
KIDS CLUB KITCHEN COORDINATOR 

 
The Kids Club Kitchen Coordinator connects with kids through food. This person 
creates and maintains a menu for Kids Club program sites that is varied, nutritionally 
balanced, and appetizing. The kitchen coordinator places orders and then receives 
and reconciles all kitchen deliveries. This person remains visible and present while 
coordinating with kitchen volunteers, directing their activities while they assist in 
preparing and serving meals. The kitchen coordinator communicates with 
staff/volunteers, keeping in mind timing of all steps for meal quality and food 
delivery. This person completes all tasks in compliance with safety and health 
standards as well as licensing requirements. The Kitchen Coordinator reports to the 
Kids Club Director and exemplifies Christlike character in both personal and 
professional life, upholding Biblical values in attitude, speech, conduct, and lifestyle. 
 
MISSION: To share the love of Christ by investing in people 
 
EDUCATION AND EXPERIENCE  
 
1. High school diploma  
2. Job-related experience working in a restaurant and/or preparing meals on a large 

scale  
3. Holds a current Food Manager Certificate or willing to obtain upon hire  
4. Knowledge of safety, health, and nutrition standards  
 
SKILLS  
 
1. Experience in/willingness to learn online order process with food distributors  
2. Organization, planning, time management and record-keeping skills  
3. Service-oriented attitude 
4. Work well with others to promote a positive team atmosphere  
5. Proficient in basic computer applications, such as Word, Excel, and Outlook  
 
TIME COMMITMENTS (*)  
 
Seasonal position August-May. Estimated days/hours are generally,  
1. Up to 25 hours per week  
2. Daily hours may vary due to delivery schedule 
3. Generally, Mon-Thurs 1pm-6pm (order, receiving, and planning time may be flexible) 
4. Must be available for meetings, special events, training, and volunteer recruitment 

opportunities as needed  
5. Must attend all staff meetings  
6. Must be willing to adjust hours to accommodate the needs of the ministry  
(*) Hours are subject to change at the discretion of the Director.  



 
 
ENVIRONMENTAL/WORKING CONDITIONS  
1. Most work will be completed in a commercial kitchen setting  
 
PHYSICAL/MENTAL DEMANDS  
1. Standing, sitting, walking, bending, stooping, twisting  
2. Lift and carry up to 25 pounds  
3. Occasional stress from dealing with multiple tasks  
 

 
 
 
 
 

 
 

 


