
 

 
 
 
 
 
 

About Second Harvest Food Bank 
 
Second Harvest Food Bank of Santa Clara and San Mateo Counties (SHFB) is a trusted leader dedicated 
to ending local hunger. SHFB is one of the largest food banks in the nation, providing food to nearly 
one quarter of a million people each month – one out of every 10 local residents.  SHFB is a $120 
million revenue generating organization (including value of donated food) with a $34 million cash 
budget.  SHFB also is a highly efficient operation, with over $.95 of every $1 going to programs that 
feed hungry people. After opening a fresh produce facility several years ago, SHFB is proud to 
distribute more fruit and vegetables than any food bank in the U.S. 

Second Harvest enjoys the trust of thousands of local donors who continue to invest in our mission year after 
year.  We are consistently recognized as a charity of choice from multiple sources: 

 Charity Navigator has granted SHFB a 4-star rating for eight years in a row, placing us in the top 1% of 
charities nationwide. 

 Readers from “Metro’s Best of Silicon Valley” voted Second Harvest as the Best Organization Making a 
Difference. 

 In 2012, OpportunityKnocks.org ranked Second Harvest as the top nonprofit to work for in the country.   

 

Position Title: Food Connection Field Specialist 

Reports To: Food Connection Field Manager 

Location: This position will be based in our Curtner Center, San Jose office and 
will require extensive daily travel and off-site work throughout San 
Mateo and Santa Clara Counties. 

Hours: Full Time – 40 hours per week.    
Monday through Friday including weekends between the hours of 
7:30am to 8:30pm.  Schedule may vary week to week and day to day. 

Compensation:  Non-Exempt position, hourly rate depending upon experience. 
Excellent benefits provided including medical, dental, vision and life 
insurance.  Flexible Time Off (FTO) accrues at a rate of 160 hours/year 
(4 weeks).  Ten paid holidays/year. 

 
Purpose of the Position 
The Food Connection Field Specialist is responsible for providing prescreening and enrollment assistance for 

community members in need of food.  The Specialist conducts this work at local community agencies and 

partner organizations, throughout the communities of Santa Clara and San Mateo Counties.  The Food Bank 

programs that the Specialist promotes and supports include:  Operation Brown Bag Program, distributing food 

to low-income, elderly people; the Family Harvest Program, providing food to low-income families with 

dependents; the Food Assistance Program, channeling food to low-income persons through faith-based and 
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community organizations; the Produce Mobile; and Kids NOW program, providing weekend food for youth and 

their families.   The government programs that the Specialist promotes include CalFresh (SNAP) and WIC. 

Duties and Responsibilities 
 
 Provide food resource and CalFresh information, prescreening and application assistance to low-income 

community members. Teach clients about the enrollment process for direct service programs and CalFresh.  
Distribute information to agency partners. 
 

 Conduct outreach activities to community members and community partner staff. 
 

 Identify potential outreach collaboration opportunities with community members; share with Manager, 
implementing outreach plans as appropriate. 
 

 Identify and schedule food resources prescreening and application assistance opportunities.  Coordinate and 
maintain schedule on mutual Outlook team calendar. 
 

 Lead, train and support volunteers/Promotores in food resources outreach efforts. Maintain and report 
volunteer hours and contributions. 
 

 Ensure that program activities and materials distributed are accurately recorded in the Oasis and Food 
Connection database systems. 
 

 Participate in Food Connection team meetings, trainings, supervision meetings and meetings with County 
partners as appropriate. 
 

 Continually increase knowledge about food program and CalFresh eligibility, policy  and application 
requirements. 
 

 Perform other duties as assigned in order to achieve Second Harvest Food Bank goals and objectives. 
 

Qualifications 
 
 High school graduate or equivalency, with some college preferred.  

 

 Bi-lingual (English/Vietnamese). Demonstrated ability to communicate clearly verbally and in writing in 
English and Vietnamese. 
 

 Familiarity with issues and needs of low-income neighborhoods. Experience in community organizing or 
working in a social services environment is a plus. 
 

 Sensitivity to the needs of economically and educationally disadvantaged individuals.  Ability to maintain 
client confidentiality and appropriate boundaries with clients; ability to manage challenging clients.  
 

 Ability to daily demonstrate positive customer service to many people from different walks of life.  
 

 Proficiency with technology tools (laptop, scanner) and software programs utilized as a part of the 
application assistance process (Benefitscalwin.org; Outlook; Word; Excel; Adobe pdf). 
 



 

 Dependable in maintaining schedule and communicating changes when needed; proven record of accuracy 
in completing and reviewing data.   
 

 Demonstrated ability to follow established procedures and organize, plan and carry out activities to meet 
specific timelines.  

 

 Ability to interact constructively with individuals from a variety of socioeconomic backgrounds in a culturally 
diverse work environment. Ability to communicate effectively in person and on the telephone; answer 
routine inquiries and take accurate, detailed information; comfort discussing personal information. 
 

 Ability to make frequent changes of routine and pace of activity due to unpredictable client and outreach 
demands without loss of efficiency or composure. 
 

 Physical Demands:  Up to 3/4  of the time, remain in a seated position while driving or assisting clients to 
complete the application process; ability to stand and talk to people waiting for food distributions outdoors; 
comfort in a variety of settings and physical arrangements.   Ability to carry up to 30-40 pounds . 
 

 Possession of a valid California Class C driver’s license and a clean DMV record. Possession of car with 
insurance at $100k/$300k minimum insurance levels.  Willingness to drive personal vehicle as necessary. 
Compensation for business mileage is reimbursable at standard IRS rate. 
 

 Ability to perform duties in accordance with Food Bank's Safety Policies and Injury Prevention Program. 
 

To Apply 
 
Due to the large number of resumes we receive, candidates who adhere completely to our application 
requirements will receive prioritized review of background and qualifications. 

Please email a cover letter and resume, clearly indicating your salary requirements and including a 
statement as to how you believe you can make a positive impact in the position and to Second Harvest 
Food Bank’s philanthropic purpose and values.  Include your name and “Food Connection Field 
Specialist - Vietnamese” in the subject line of your email.  No relocation support available. 

 Email:    jobs@shfb.org 

 Website: www.SHFB.org 
 
EOE 

UNDER-REPRESENTED GROUPS ARE ENCOURAGED TO APPLY 

Note:  This job announcement is intended to provide an overview of the requirements of the position.  
It is not necessarily all-inclusive; the job may require other essential and/or non-essential functions, 
tasks, duties or responsibilities not listed herein.  Management reserves the sole right to add, modify 
or exclude any essential or non-essential requirement at any time with our without notice.  Nothing in 
this job announcement is intended to create a contract of employment of any type.  Employment is “at 
will” and may be terminated at any time by the employer or employer with or without cause or notice. 
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