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Bilingual Program Assistant

Position Overview: North Raleigh Ministries (NRM) equips families and individuals in crisis with the resources and skills they need to achieve stability. This is accomplished through evidence-informed and community-based programs aimed at fostering hope, purpose, and well-being. The Bilingual Program Assistant plays a critical role in NRM’s client service delivery model by providing direct support to Food Pantry clients, volunteers, staff, and agency partners. This position supports day-to-day Food Pantry operations through client engagement, volunteer communication, program-related administrative tasks, and partner reporting. This full-time, exempt position reports directly to the Food Pantry Programs Manager, with a dotted-line reporting relationship to the Director of Programs, and works in a collaborative, team-oriented environment to help ensure a positive, organized, and dignified experience for all individuals served by the Food Pantry.

Position Responsibilities: 
[bookmark: _heading=h.ijl5s4stpyha]Client Engagement & Frontline Support: (40%)
· Ensure a positive, consistent, and welcoming experience for all Food Pantry clients
· Manage Food Pantry phone operations, including answering program-related calls and directing inquiries to appropriate staff
· Accurately verify client eligibility and complete thorough intake for new clients
· Ensure timely and accurate entry of all Food Pantry and program-related client data
· Maintain client-facing materials, including flyers, forms, shopping slips, and informational signage
· Ensure appropriate phone coverage during Food Pantry operations
· Address client concerns or conflicts in a timely and professional manner and escalate to the supervisor as needed
· Encourage client participation in other NRM programs and services
[bookmark: _heading=h.9ys00om2ejau]Volunteer & Program Support : (30%)
· Assist with volunteer engagement, encouragement, and recognition efforts
· Organize volunteer appreciation events, including ordering food, preparing activities when applicable, and setting up materials
· Participate in quarterly volunteer meetings to support training, updates, and best practices
· Identify volunteer coverage or recruitment needs and communicate those needs to the supervisor
· Provide general operational support to Food Pantry staff and volunteers as assigned
· Schedule consistent food drives in partnership with community churches, agencies and businesses and ensure these entities are appreciated and connected to any next steps for agency involvement
· Communicate with Volunteer Coordinator to schedule food pantry volunteer groups along with Food Pantry Manager.
[bookmark: _heading=h.v3uhb0pqzlne]Program Administration & Partner Coordination: (20%)
· Track and distribute client gift cards related to Journey graduations and Food Pantry purchases
· Coordinate program supplies, class meals, and graduation logistics for each Journey cohort
· Ensure all program flyers are accurate and up to date; create new materials as needed
· Collect and track post-Journey and post-Transitions Food Pantry data on an ongoing basis
· Assist with program outcome tracking and monthly reporting
· Maintain communication with agency partners and complete required partner reports in a timely manner
· Collect and submit monthly Food Pantry and program data to partner agencies
· Maintain required partner documentation and records
[bookmark: _heading=h.38v71riolnhv]Professional & Team Development: (10%)
· Report technical, facility, or system issues to the supervisor in a timely manner
· Meet weekly with the supervisor to review administrative tasks, upcoming events, challenges, and program needs
· Participate in weekly Food Pantry staff meetings to support communication and problem-solving
· Attend partner trainings, meetings, and events as applicable
Position Qualifications: 

Education: 
· Associate degree in human services or a related field required
· Bachelor’s degree preferred
Experience: 
· Experience in office administration, program support, or client-facing roles preferred
· Experience working with vulnerable or underserved populations preferred
Skills: 
· Bilingual in English and Spanish required
· Strong verbal and written communication skills
· Excellent time management and attention to detail
· Ability to handle confidential information with professionalism, discretion, and sound judgment
· Strong organizational and reporting skills
· Ability to work effectively in a team-oriented, client-centered environment
NRM Statement of Faith:
We believe the Bible to be the inspired, unfailing, unique, authoritative Word of God. We believe that there is one God, eternally existent in three persons: Father, Son, and Holy Spirit. North Raleigh Ministries employees and Board Members are expected to pursue a personal and authentic relationship with Jesus Christ and to live and conduct business in a Christ-like manner.
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