
 

 

The Organization 
 
The Kanata Food Cupboard (KFC) is a non-profit charitable organization with a mission to provide the 
healthiest possible food choices by engaging and inspiring the Kanata community.  Working with a 
passionate group of volunteers, our organization strives to make a difference in the lives of residents 
who are in need of food assistance on a daily basis.     
 
The Role 
 
We are currently looking for a Client and Community Outreach Coordinator to join our team.  This 
position is responsible for overseeing all interactions with individuals accessing food bank services 
(“clients”) in a compassionate and supportive manner.  The Coordinator’s number one priority will be to 
ensure clients are served with the highest level of respect, patience and understanding,    
 
 The successful candidate will demonstrate their ability to establish relationships, networks, and connect 
with community organizations to develop community awareness for the KFC, which are key elements of 
this position.  The Coordinator will also be responsible to gain community support through the 
successful planning and execution of seasonal client programs and annual community-based events.   
 
The Coordinator is responsible for driving increased awareness of, and access to, relevant services 
across the region that are available to interested clients.   
 
Responsibilities 
 

● Ensure all client interactions are carried out in a dignified, kind and respectful manner, ensuring 
confidentiality is always maintained, except where required by law for reporting purposes. 

● Maintain accurate, securely and easily accessible client files in paper & online databases.   
● Provide timely and up-to-date reporting to the Board of Directors & Management. 
● In conjunction with the Volunteer Coordinator, forecast and schedule client-facing volunteer 

requirements for daily and evening shifts, create monthly schedules for client-facing volunteer 
groups. Provide client-facing volunteer training, coordination, and direction, as well as on-site 
volunteer support as necessary.  

● Build and strengthen relationships with community service organizations (CSO’s) and work with 
them to identify opportunities for community support for our clients.  Provide clients with 
referrals to external service providers as needed.  

● Responsible for planning and executing on our annual client programs (Easter, Back-to-School, 
Thanksgiving, Christmas), and our participation in community-based events including, but not 
limited to, the Kanata Santa Claus Parade, and the Scotiabank Canada Day Road Races.  

● Other duties as assigned 



 

 

 
What we’re Looking For 

 
We are interested in speaking with candidates who excel in a not-for-profit environment and those with 

community outreach experience in a volunteer driven environment are preferred. You’ll need to have 

knowledge and working experience in either the not-for-profit/charitable and/or health/social service 

sector(s). Though not a requirement, we’ll give preference to candidates with a degree or diploma in 

Social Work, Community Development or related human or social science disciplines.  Given the growing 

diversity of the Kanata community, a strong cultural awareness and ability to thrive in a multicultural 

environment are also necessary for success in this role.  Preference will be given to candidates who are 

multilingual. 

The successful incumbent will be a true team player, with strong customer services skills. They’ll also 

have the ability to handle difficult situations with grace to ensure clients feel satisfied with the outcome. 

They should have a natural passion for success and be recognized for their drive, enthusiasm and 

facilitation skills.  They will be confident in voicing their opinions in a constructive manner and possess 

outstanding communication skills. They will also demonstrate an ability to stay organized amidst 

competing priorities.  Understanding, appreciating and supporting the role of volunteers in community-

based services are vital to the success of this role.  Presentation skills are an asset as this can be a high-

profile position within our community.   

 

Hands on administrative and coordination experience including proficiency in Microsoft Office is also 

required. Researching issues, analyzing problems, determining approaches, compiling data and 

preparing reports are part of everyday functions in this role.  Work is generally of a time sensitive 

nature.  The position also requires meticulous attention to detail and the ability to deal with constantly 

changing requirements and priorities.   

 

This position is a considered to be Permanent Part-Time. It is a 20-hour per week position from January-
September (five weekday mornings and one evening per week) with an expected increase in hours as 
follows:  October = 25 hours per week; November = 30 hours per week; December = 40 hours per week.   
Given the nature of this role, occasional additional evening and weekend shifts may be required. 
 
A valid Driver’s License and access to a personal vehicle are required for this role. The ability to lift up to 
45 pounds is required.  A Police Vulnerable Sector check is a requirement of employment in this role. 
 
For more information about the Kanata Food Cupboard, please check our website at 

www.kanatafoodcupboard.ca 

Interested? 

At the Kanata Food Cupboard, we believe that our people are our strength.  It is their commitment, 

talents, and knowledge that drive our success.  It is also these values that make the Kanata Food Cupboard 

a great place to work and learn every day. 

Come join our team and make a career choice that is both challenging and deeply rewarding.  Apply today 

by email to chair@kanatafoodcupboard.ca.   

http://www.kanatafoodcupboard.ca/


 

 

We are committed to employment equity. Our organization would like to thank all applicants in advance 

and advise them that only candidates selected for an interview will be contacted. 

 


