
 
 
 

Position Title:   Food Sourcing Manager 

 

Position:  Full-time 

 

Reports to:  Director of Product Sourcing 

 

General Description of the Position: Assist in the procurement of food and grocery products for Dare to 

Care Food Bank by developing and strengthening relationships with retailers, food manufacturers, growers, 

distributers, wholesalers, and other potential partners. 

 

Principal Duties and Responsibilities:   

 

 Regularly meet with and call upon established donors, lapsed donors and potential donors to build 

and nurture relationships, educate, encourage partnerships, and increase donations. 

 Creatively problem-solve donor and/or warehouse donation issues in a way that takes care of our 

donor and makes sense for Dare to Care Food Bank. 

 Train, partner with, audit, and regularly communicate with retail agency partners on all aspects of the 

retail donation program. 

 Maintain a donor tracking system, run donor reports to track trends and volumes, and issue donor 

acknowledgements. 

 Generate monthly, quarterly, and annual reports regarding product receipts, donations, and other 

relevant information. 

 Maintain an accurate accounting of food in the operating system; review and approve donations; 

review and approve food purchase invoices in accordance with financial procedures in a timely 

manner.    

 Create marketing material to distribute and educate/recognize during donor visits. 

 Coordinate closely with Food Bank staff  in operations, warehouse, programs and nutrition to ensure 

food acquisitions meet program needs. 

 Attend food safety classes and receive ServSafe certification. 

 Maintain a regular activity report, including weekly activities, donor visits and calls, and a donor 

development plan. 

 Local travel and some out-of-town travel required. 

 Occasional evening and weekend assignments. 

 Other duties as requested/needed. 

 

 

 

Educational Requirements: Minimum Requirements/Experience: 

Bachelor’s degree or equivalent 
experience mandatory. 

 3 years experience in sales/account management (manufactured food or food 
industry/retail is preferred). 

 Proven success in achieving sales goals and quotas; results driven. 
 Excellent marketing, written, and presentation skills. 
 Excellent customer service and communication skills. 
 Strong analytical, organizational, and time management skills. 
 Proficient in Microsoft Office/computer literacy. 
 Ability to travel, with valid driver’s license. 
 Ability to work independently and collaboratively. 
 Commitment to the vision, mission, values, and culture of Dare to Care Food Bank. 


