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Warehouse Manager

Chesterfield Food Bank Outreach Center

Position Summary

The Warehouse Manager is responsible for overseeing the daily operations of the CFBOC warehouse,
ensuring that all food, products, donations, equipment, and supplies are received, stored, organized,
maintained, tracked, and distributed with excellence. This position plays a critical leadership role in
maintaining a safe, efficient, clean, and mission-focused warehouse environment.

The Warehouse Manager must be highly organized, proactive, dependable, and able to lead both staff and
volunteers in a fast-paced nonprofit environment. This role is not simply about moving product; it is about
stewarding resources well so that CFBOC can serve individuals, families, schools, seniors, outreach
programs, and community partners with consistency, dignity, and care.

Reports To

Director of Operations & Programs
Primary Responsibilities
Warehouse Operations

The Warehouse Manager is responsible for the overall flow and function of the warehouse. This includes
keeping the warehouse organized, clean, safe, and prepared for daily operations, distributions, deliveries,
pickups, and special programs.

Responsibilities include, but are not limited to:

e Oversee the daily organization and movement of food, donations, supplies, pallets, equipment, and
warehouse materials.

e Ensure all products are stored properly according to food safety guidelines, expiration dates,
program needs, and operational priorities.
Maintain clear systems for receiving, sorting, staging, storing, rotating, and distributing product.
Keep warehouse aisles, walkways, loading areas, coolers, freezers, and workspaces clean, safe,
and accessible.

e Prepare warehouse areas for distributions, volunteer shifts, deliveries, mobile outreach needs,
school pantry support, senior programming, and other CFBOC initiatives.

e Monitor warehouse workflow and identify areas where systems, layout, safety, or efficiency need
improvement.
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Inventory Management

The Warehouse Manager is responsible for helping maintain accurate inventory and ensuring that CFBOC
has a clear understanding of what is available, what is needed, and what needs to move quickly.

Responsibilities include, but are not limited to:

Track incoming and outgoing product as directed by CFBOC systems and leadership.
Ensure proper rotation of food and supplies, including attention to expiration dates, best-by dates,
and priority-use items.

e Communicate inventory concerns, product shortages, overstock issues, damaged goods, or urgent
needs to leadership.

e Help ensure that products are allocated appropriately for distributions, programs, outreach efforts,
and partner needs.
Maintain organized storage systems so product can be located and used efficiently.
Assist with regular inventory checks, counts, audits, and reporting as needed.

Receiving, Donations, and Product Flow

The Warehouse Manager helps oversee the receiving and movement of donations, purchased food, retail
rescue items, partner contributions, and other incoming resources.

Responsibilities include, but are not limited to:

Receive and inspect incoming donations and deliveries.
Ensure product is unloaded, sorted, weighed, recorded, and stored properly.
Identify damaged, unsafe, expired, or unusable products and follow proper disposal or reporting

procedures.

e Work with drivers, donors, volunteers, staff, and partner organizations to keep product moving
efficiently.

e Prepare outgoing product for distributions, deliveries, outreach teams, schools, seniors, and special
programs.

e Help ensure loading and unloading processes are safe, organized, and timely.
Staff and Volunteer Leadership

The Warehouse Manager provides hands-on leadership for staff, volunteers, community service
participants, and groups serving in the warehouse.

Responsibilities include, but are not limited to:

Give clear direction to volunteers and team members serving in warehouse-related tasks.

Create a welcoming, respectful, and mission-centered environment for volunteers.

Assign tasks based on warehouse priorities, volunteer ability, safety needs, and program demands.
Train volunteers and team members on proper sorting, packing, lifting, staging, organizing, and
safety procedures.
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Correct unsafe practices, disorganization, or process breakdowns with professionalism and patience.
Communicate volunteer needs, concerns, or performance issues to leadership when needed.

Safety, Cleanliness, and Compliance

The Warehouse Manager is responsible for maintaining a safe and compliant warehouse environment.

Responsibilities include, but are not limited to:

Conduct warehouse safety training as required.

Ensure warehouse safety procedures are followed at all times.

Maintain clean, sanitary, and organized warehouse spaces.

Monitor proper food handling, storage, temperature control, and product rotation.

Report equipment issues, facility concerns, safety hazards, pest concerns, spills, or damage
immediately.

Ensure proper use of pallet jacks, carts, forklifts, ladders, coolers, freezers, and other equipment as
applicable.

Help maintain compliance with CFBOC policies, food safety expectations, donor requirements, and
partner standards.

Make sure emergency exits, fire extinguishers, electrical panels, and major walkways remain clear.

Distribution and Program Support

The Warehouse Manager ensures that warehouse operations support CFBOC'’s larger mission and
programs.

Responsibilities include, but are not limited to:

Prepare product and supplies for food distributions.

Support school pantry, senior, outreach, mobile, and community-based programs by ensuring
needed items are ready and organized.

Work with leadership to prioritize product based on program needs.

Help stage food and supplies for volunteer packing events, mobile outreach, special distributions,
and partner pickups.

Communicate with program leaders when product availability, timing, or warehouse capacity may
affect operations.

Assist during high-demand events or urgent operational needs.

Equipment and Facility Stewardship

The Warehouse Manager helps ensure that warehouse equipment, vehicles, storage areas, and
operational tools are cared for properly.

Responsibilities include, but are not limited to:

Monitor warehouse equipment and report maintenance needs.
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e Help ensure pallet jacks, carts, shelving, refrigerators, freezers, scales, and other equipment are
used properly.
Keep loading areas, dock spaces, parking areas, and storage zones organized and safe.
Communicate facility concerns to leadership promptly.
Help protect CFBOC property, donations, and resources from unnecessary damage, waste, or
misuse.

Leadership Expectations

The Warehouse Manager is expected to lead with professionalism, humility, consistency, and ownership.
This role requires someone who can take initiative, solve problems, communicate clearly, and maintain a
calm presence in a busy environment.

The Warehouse Manager should:

Be dependable, punctual, and prepared.

Take ownership of warehouse organization and daily flow.

Communicate clearly with staff, volunteers, leadership, donors, and partners.
Lead by example in work ethic, attitude, cleanliness, and safety.

Remain flexible when priorities change.

Handle pressure, interruptions, and last-minute needs with maturity.

Protect the dignity of the people CFBOC serves.

Steward donated resources with care and accountability.

Support the mission, values, and culture of CFBOC.

Required Skills and Qualifications

e Experience in warehouse operations, logistics, food distribution, nonprofit operations, inventory, or a
related field preferred.

Ability to lead volunteers and staff in a fast-paced environment.
Strong organizational and problem-solving skills.

Ability to lift, move, sort, stage, and organize product safely.

Basic understanding of inventory tracking and product rotation.
Ability to communicate clearly and professionally.

Ability to work independently and as part of a team.

Commitment to cleanliness, safety, and operational excellence.
Forklift or pallet jack experience preferred, if applicable.

Food safety training or willingness to complete training as required.

Physical Requirements

This position requires regular physical activity, including standing, walking, bending, lifting, carrying,
pushing, pulling, loading, unloading, and working in warehouse, cooler, freezer, and outdoor conditions.
The Warehouse Manager must be able to safely lift and move items as required for warehouse operations.
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Key Measures of Success
Success in this position will be seen through:

A clean, safe, and organized warehouse.

Accurate and usable inventory systems.

Efficient product flow from receiving to distribution.

Reduced waste through proper rotation and communication.

Volunteers who feel directed, respected, and useful.

Programs and distributions that are properly staged and prepared.

Clear communication with leadership and program teams.

A warehouse culture that reflects excellence, stewardship, dignity, and mission.
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