
  

     

 

 
www.TheGivingPlate.org   ~   1245 SE 3rd Street, Suite C7, Bend, OR  97702   ~   (541) 410 -3621 

Job Description - In-Take Assistant 
The Giving Plate, Inc. 

 

Job Title:  In-Take Assistant 

 

Job Overview:  The in-take assistant’s primary role is to greet guests of TGP as they come in, help them check-in using our 

Link2Feed system, and connect them to other community resources that will help them in other areas of need. 

 

Salary:  $13.00 per hour  

 Paid monthly on or before the 5th of the month. 

 

Hours / Schedule:  About 20 hours per week 

 Thursdays 9:30—4:30 pm (approx. end time) 7 hrs. 

 Fridays  9:30—4:30 pm (approx. end time) 7 hrs. 

 Saturdays 9:30—2:30 pm (approx. end time) 5 hrs. 

        

Review:  Three and six month reviews will be done based on date started.   

 

Reports to:  Directly - Ranae Staley (Co-Executive Director) & Indirectly - Gary & Debra Kelso (Founders & Executive Team) 

 

Duties/Expectations of In-Take Assistant: 

 Embrace the mission of The Giving Plate of providing food relief to our guests with compassion and hospitality. 

 A love for people is essential, as the person in this position is the first person most of our guests will encounter when 

visiting The Giving Plate for support. 

 Commitment to confidentiality and non-discrimination. 

 Help ensure that we are creating an environment at The Giving Plate where volunteers are met with compassion 

and appreciation for the service they are providing our organization. 

 Commit to timely communication with executive team, specifically Ranae Staley. 

 Must be confident in using Chromebooks and computer software programs. 

 Learn the Link2Feed guest in-take software and train new front desk volunteers on it as needed. 

 Becomes familiar with other local resources in our community that will support our guests as they work to get back 

on their feet and build resiliency. 

 Basic Spanish is helpful. 

 Available to support Executive Team as needed (Ranae, Debi, and Gary). 

 Be available to give tours of the facility as needed. 

 Track hours daily on Google Timesheet. 

 

By signing my name below, I certify that I have read the above information.  Any questions concerning anything listed on 

this job description have been discussed.  My signature also certifies my understanding of, and agreement with, the job 

description as outlined herein.   

 

_________________________________________        ________________________________________  
    Signature of In-Take Assistant    Date              Signature of Executive Team Member        Date 


