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Job Posting:  Food Security Initiative Coordinator 

 

SUMMARY 

The Food Security Initiative Coordinator (FSI) is responsible for the planning, 

coordination, and delivery of several food security programs coordinated by the 

GSS. This includes the Acadia Food Hub, the Baby Hamper Project, the Meal Subsidy 

program, and the Holiday Hamper initiative. This role supports a variety of day to 

day operations, volunteer and staff coordination, client service, partner relations, 

and budgeting support. The position will work closely with internal GSS leaders, 

work learn students, and community partners to ensure that FSI services are 

delivered effectively by the GSS. 

ROLES AND RESPONSIBILITIES 

• Coordinate the Acadia Food Hub and Baby Hamper Project work-learn students 

under the direction of the General Manager, HR Committee, and the Vice-President 

of External Relations. 

• Attend and support weekly Acadia Food Hub setup, distribution, and takedown 

activities. 

• Recruit, hire, train, and onboard volunteers and volunteer leads each term, in 

collaboration with the work learn students. 

• Plan and host volunteer retraining each September, including updating materials, 

setting the agenda, and organizing the training date.  

• Purchase food and coordinate transportation one to two times per month.  

• Process and organize reimbursements and expense reports related to Food Hub 

and Baby Hamper operations.  

• Coordinate donations, partner collaborations, and funding opportunities.  
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• Communicate with volunteers regarding shift reminders, scheduling updates, 

openings, and closures.  

• Verify UBC Card eligibility for all Acadia Food Hub clients as required.  

• Plan and support volunteer and lead appreciation activities in coordination with 

other work learn positions.  

• Research and build relationships with other food hub organizations and Vancouver 

food network partners.  

• Attend monthly setup, distribution, and takedown for Baby Hampers.  

• Manage email communications regarding student needs, inquiries, and concerns 

related to the program.  

• Verify UBC student status and baby identification for program recipients.  

• Create weekly meal subsidy Showpass links and place meal orders twice per week.  

• Coordinate contracts and negotiations with restaurant partners.  

• Review Holiday Hamper applications.  

• Schedule and organize Holiday Hamper assembly and distribution.  

• Assist the Financial Officer in drafting the FSI budget.  

• Collaborate with organizational, nutrition, resource, fundraising, and marketing 

leads as necessary.  

• Respond to emails and messages from stakeholders, including clients, volunteers, 

and community partners.  

• Coordinate related outreach and service activities, including resource booths, 

monthly coffee service, and banana distribution.  

• Send weekly summary reports to partners and complete additional reports as 

required.  

• Lead the drafting and timely submission of the FSI report to UBC.  

• Perform other related duties as required to support FSI programs and operations.  

• Create weekly meal subsidy Showpass links and place meal orders twice per week 

• Coordinate meal subsidy distribution staffing with the Events Manager 

• Coordinate payments to participating restaurants for the Meal Subsidy Program and 

track program expenditures to ensure they remain within budget 

• Coordinate contracts and negotiations with restaurant partners, and reach out to 

new restaurants to expand meal offerings. 
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GENERAL QUALIFICATIONS 

• • Demonstrated ability to coordinate multiple projects and manage 

competing priorities.  

• Strong organizational, communication, and interpersonal skills.  

• Experience working with volunteers, student staff, or community programs is 

an asset.  

• Ability to work collaboratively with diverse stakeholders, including students, 

staff, volunteers, and community partners.  

• Experience with administrative and financial tasks, such as reimbursements, 

expense tracking, and reporting, is an asset.  

• Comfort with email communication, scheduling, and online administrative 

systems.  

• Ability to handle sensitive information with professionalism and discretion.  

• Commitment to equity, inclusion, and respectful client service.  

• Ability to work independently while also contributing effectively as part of a 

team.  

• Flexibility to support recurring weekly, monthly, and seasonal program 

needs.  

• Knowledge of additional languages may be considered an asset depending 

on program needs, but is not required.  
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ABOUT THE GSS  

The GSS (Graduate Student Society) serves the 12,000 graduate students at UBC 

Vancouver, helping them have the best experience possible during their studies. 

We connect graduate students with campus resources, opportunities, and social 

events. We provide everything from individual support for students, to advocacy at 

provincial and federal levels on the most important issues graduate students face. 

The GSS is located at Thea Koerner House, which has been the center of graduate 

student life on campus since it was opened in 1962.  

Ensuring an inclusive and diverse workplace is a key value of the GSS. We welcome 

people of diverse backgrounds, abilities, and perspectives, and are proud to 

promote a supportive work environment.  
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