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CAREER OPPORTUNITY for

Assistant Coordinator (Casual)
Feed the Hungry Program

OVERVIEW

Every Sunday, the Diocesan program Feed the Hungry serves a nutritious, sit-down lunch at St.
Mary’s Cathedral Hall. For downtown Calgary’s most vulnerable residents—including families,
seniors, and people with disabilities—this program offers more than just a meal. It provides a
community space built on food, family, and respect.

RESPONSIBILITIES
Shift Preparation & Facility Set-up:

e Manage pre-shift logistics, including reviewing operations updates, setting up event
signage and promotional materials
e Oversee facility prep, ensuring high standards of cleanliness by directing the sanitation of
all guest and volunteer areas.
Volunteer & Team Management
e Lead volunteer check-in and coordinate shift briefings, team prayers, and group
orientation.
o Strategically deploy volunteers across multiple service areas, dynamically balancing team
sizes and age demographics to ensure smooth operations.
o Liaise directly with Area Leads to monitor staffing levels, provide additional inventory or
supplies, and troubleshoot real-time needs.
Event Operations & Content Capture
o Oversee the safe, hospitable, and efficient flow of guests throughout the weekly meal
service.
e Serve as a central point of contact, working closely with the Coordinator and Security
Team to manage and report any operational incidents.
e Document the shift by capturing photos of volunteers, meal service, and facility conditions
for program records and administrative staff.
Wrap-up & Post-Shift Administration
e Supervise the teardown and cleanup of the hall, ensuring all supplies, crates, and signage
are returned to designated storage rooms.
e Compile and audit attendance sheets and volunteer sign-in logs for administrative
processing.
e Conduct post-shift facility walkthroughs to verify the building is secure, alarm systems are
set, and digital assets (photos) are uploaded to the shared drive.
e Other duties as assigned by the Program Manager.

QUALIFICATIONS

e Ability to onboard, motivate, and direct a diverse pool of volunteers and Area Leads.
e Skilled at managing volunteer deployment, schedules, and workloads in real-time.



e Quick-thinking decision-maker capable of resolving operational conflicts and escalating
issues appropriately.

e Strong track record in facility preparation, resource management, and full-scale event
setup/teardown.

e Exceptional time management and prioritization skills in fast-paced, high-volume
environments.

e High risk awareness with the ability to monitor health, safety, and cleanliness protocols
while handling incident documentation.

e C(lear verbal communicator who excels at building positive relationships with diverse
volunteers, guests, and stakeholders.

e High attention to detail when tracking attendance, managing checklists, and auditing
operational records.

e Competent with basic email, shared drives (e.g., Google Drive/OneDrive), and digital
photo management.

e Previous volunteer work with the Feed the Hungry program for a minimum of two shifts
would be considered an asset.

HOURS OF WORK

Sundays (typically 1-2 Sundays/month); 10:00 am - 4:30 pm including 30-minute paid break (start
and end times may vary)

SAFE ENVIRONMENT

In support of the Safe Environment Program, this position is required to obtain or complete
the following:

* Vulnerable Sector Police Information Check (VSPIC)

* Praesidium Sexual Abuse Prevention online training modules

* Sign the Agreement to Model Code of Conduct

TO APPLY

Documents required as part of the application process include:

* A completed application form - Download here: https://www.catholicyyc.ca/careers.html

* Resume

e Three (3) reference checks (will only be contacted if you are selected as our final
candidate)

Applications should be submitted by e-mail to: Careers@calgarydiocese.ca. No phone calls

please.

Applications will be accepted until a suitable candidate is found. Only applicants who are short-
listed for an interview will be contacted directly by our office. We thank all applicants in advance
for their interest.
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