
 
 

BEND IN-PERSON DINING COORDINATOR  
JOB DESCRIPTION 

  
POSITION OVERVIEW 
Are you passionate about making a difference in the lives of older adults in Central 
Oregon? Do you enjoy working in a welcoming, community-focused environment where 
good food brings people together? If so, this role could be a great fit. 
 
As our Bend In-Person Dining Coordinator, you’ll help lead our community meal program, 
serving up to 100 older adults Wednesday through Friday in our dining hall. In addition to 
coordinating nutritious lunches, you’ll help create opportunities for socializing, organize 
holiday celebrations and plan engaging events for dining guests. Working alongside our 
nine-person nutrition team and a dedicated group of volunteers, you’ll help make our 
dining program a welcoming place for older adults to gather, enjoy a meal and spend 
time with others.  You will also work to help cover other Nutrition roles for vacations. 
 
HOURS 
12 hours per week, Wednesday- Friday, 9:00 AM to 1:00 PM. 
 
COMPENSATION 
The salary for this position is $22/hour with an additional 5% differential for Spanish 
speaking candidates.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
The functions include, but are not limited to the following:  
 
Volunteer Engagement 

●​ Train, schedule, and support a team of volunteers. 
●​ Work closely with the Volunteer Department to recognize and retain volunteers. 
●​ Step in to fill open volunteer shifts as needed to ensure uninterrupted meal 

service. 
●​ Cultivate an inclusive, welcoming, and supportive kitchen culture. 

 
Hospitality and Dining Experience  

●​ Treat every guest and team member with warmth and respect. 

 



 

●​ Assist with meal packing, plating, serving, and kitchen cleanup to maintain a clean, 
vibrant dining space. 

●​ Plan and execute festive holiday events and educational sessions for guests. 
●​ Maintain a positive and productive working relationship with colleagues and 

volunteers at all times.  
 

Operations, Safety & Compliance 
●​ Maintain rigorous food safety, sanitation, and quality control standards in 

compliance with all local and state health regulations. 
●​ Keep accurate daily meal records and compile required monthly state 

documentation. 
●​ Learn adjacent nutrition roles to assist with vacation coverage.   
●​ Maintain a high level of professionalism and confidentiality with clients and client 

records. 
●​ Conduct other responsibilities as assigned.  

 
MINIMUM QUALIFICATIONS (KNOWLEDGE, SKILLS, AND ABILITIES) 
 

●​ High School Diploma and two or more years of food service supervisory 
experience; or equivalent combination of education and experience. Some 
college is preferred. 

●​ Possess or be able to obtain ServSafe Manager, Food Handler, and First Aid 
certifications. 

●​ Proficient in MS Office, data entry, and standard office equipment (phone, 
computer, copier/printer). 

●​ Strong customer service and interpersonal skills 
●​ Excellent organizational, planning, and prioritization skills 
●​ Ability to work independently with minimal supervision. 
●​ A general understanding of the needs and challenges facing older adults. 
●​ Bilingual Spanish-English skills and/or ASL competency are warmly welcomed! 

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
 

●​ This work requires the following physical abilities: climbing, bending, kneeling, 
twisting, reaching, standing, sitting, walking, lifting, carrying and relocating 30 lbs. 

●​ Vision abilities required include close vision, distance vision, and ability to adjust 
focus. 

●​ Finger dexterity for activities such as typing, use of computer mouse, recording 



 

money, grasping and repetitive motions. 
●​ This work is performed both indoors and outdoors with exposure to other motor 

vehicles. 
●​ Able to withstand extreme temperatures, hot and cold. 

 
TO APPLY 
 
Send your resume and cover letter to Cathy Lang at clang@councilonaging.org.   
 

mailto:clang@councilonaging.org

