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Position Overview 
Board and Executive Support Coordinator 

 

 

Marion-Polk Food Share is the regional food bank leading the fight to end hunger in Marion and 
Polk Counties.  Support from our local community makes it possible for the Food Share to collect 
and distribute nutritious food for children, adults and seniors through more than 100 partner 
programs, including food pantries, meal sites and home-delivered meals and to carry out 
programs to address the root causes of hunger.      

 

The mission of Marion-Polk Food Share is “Leading the fight to end hunger in Marion and Polk 
counties, because no one should be hungry.” 

 

At the Food Share, our commitment is to: 

▪ Treat all people as our neighbor  ▪ Value diversity and strive for inclusion 

▪ Listen first and seek to understand  ▪ Focus on shared goals 

▪ Encourage creativity and be willing to take risks 

 

 

Statement of Purpose:  This position serves to increase the effectiveness and capacity of the 
CEO, Board and Leadership Team to allow them to focus on leading the Food Share in the 
direction that will have the greatest, positive impact in our communities. 
 

Summary of Role:  The Board and Executive Support Coordinator oversees the administrative 
support of the Board of Directors and directly provides broad administrative support to the CEO.  
This position administers annual Board processes, Board and committee schedules, meeting 
coordination, materials and records and assures the continuity of the Board’s annual work in 
accordance with Board policies.  They also serve as the liaison and central point of 
communication for Board members.   
 
As the direct admin to the CEO, this position manages the CEO’s calendar, schedules meetings, 
arranges travel and coordinates incoming and outgoing executive communications.  The 
Coordinator also supports the collaborative work of the Food Share’s Leadership Team. 

 

Core Areas of Responsibility 

 

 Provides broad administrative support to the CEO. 

 Provides support to the Board and Board Committees. 

 Provides administrative support to the Leadership Team, as capacity allows. 

 Provides office support, as assigned. 

 

 

This position has no direct supervisory responsibilities but may provide guidance and training to volunteers. 
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Position Description 
Board and Executive Support Coordinator 

 

Areas of Responsibility, Evaluation and Essential Functions:   

 Provides broad administrative support to the CEO. 
 Schedules appointments, meetings and travel on behalf of the CEO and 

provides preparatory materials in advance of those meetings. 
 Drafts correspondence, reporting and other documents, including 

information gathering and other preparation, in support of, and as directed 
by, CEO and maintains documentation of correspondence/reporting. 

 Assists in prioritizing and taking action on CEO email communications as 
directed. 

 Reconciles CEO credit card monthly and creates and submits CEO expense 
reimbursements. 

 Provides support to the Board and Board Committees. 
 Sets up Board, Board committee meetings and other meetings as required.  

Including: meeting locations, participant availability, timely packet 
preparation and distribution, room set up, refreshments and record 
keeping, including attendance and minutes or notes, as appropriate. 

 Establishes and maintains a variety of Board information, both 
electronically and hard copy format, as needed.  May include, Board 
minutes, committee notes, Food Share and Board policies and other 
information as needed. 

 Oversees management of the electronic board portal on the Food Share 
website. 

 Responds promptly and professionally to Board and other stakeholders’ 
requests for information or support, as appropriate. 

 Requests, gathers and prepares all materials related to Board and 
Committee meeting packets.  Sends packets to appropriate members in a 
timely manner. 

 Assists with documentation and tracking of Board data and engagement, 
which may include, board terms, skills and demographic information, Board 
goals, Board Member duties and expectations. 

 Updates and maintains resource manuals, checklists and orientation 
information for Board members. 

 Establishes and maintains system for Board and other stakeholders’ contact 
information and related data. 

 Supports the CEO and Board in gathering candidate information, scheduling 
and supporting candidate meetings with Board members, tracking the 
nomination process. 

 Provides administrative support to the Leadership Team, as capacity allows. 
 Coordinates, consolidates and publishes strategic plan progress and other 

reports from Leadership Team. 
 Coordinates information gathering and submission of broad organizational 

reporting to Oregon Food Bank, annual Network Activity Report, biennial 
Compliance Audit and other necessary reporting. 

 Maintains confidential information and files. 
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 Oversees support and coordination of all staff meetings and other 
Leadership meetings, as needed. 

 Assists with special projects. 
 Provides office support, as assigned. 

 Provides entry level assistance with setting up email addresses, ensuring 
work stations are set up for new staff, etc. 

 Along with Director of Finance, triages and escalates urgent IT and phone 
issues to outside vendors, as needed. 

 Tracks non-urgent issues that arise throughout the week for technician to 
address during weekly visit. 

 Cross-trains on front desk reception duties and provides back up support, 
when needed. 

 Other duties as assignedi 

Education and/or Experience; Certificates,/Licenses/Registrations: 

 Some college coursework in Office Technology, business administration, project 
management or related field, preferred. 

 3-5 years providing administrative support to an executive or high level position, 
required. 

 Prior experience working directly with Board of Directors and/or knowledge of 
nonprofit board governance processes and best practices, preferred. 

 Proficient in Microsoft Office Suite, and interested in learning new software 
programs.  

 Must have current driver’s license and auto insurance. 
 Must pass pre-employment drug screen and full background check, including 

driving record check. 

Necessary Knowledge, Skills and Abilities: 

 Excellent customer service skills and the ability to provide a warm, welcoming 
office experience. 

 Ability to take an idea from creation to completion. 
 Strong organizational, project management and problem-solving skills. 
 Ability to quickly adapt to differing work styles. 
 Exceptional interpersonal skills. 
 Ability to communicate effectively both orally and in writing and to develop 

reports that may include technical information. 
 Expert knowledge of grammar, spelling and usage. 
 Proven track record of dependability and reliability. 
 Embraces diversity and is committed to creating an inclusive environment for all. 
 Ability to respond to the unique needs of each individual the Food Share serves. 
 High level of interpersonal skills with demonstrated poise, tact and diplomacy. 
 Ability to handle constant interruptions, maintain focus on tasks and produce 

accurate work. 
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 Ability to successfully balance multiple projects, prioritize effectively and quickly 
respond to constantly shifting needs.  

 High degree of personal integrity and work ethic and ability to handle sensitive 
information with confidentiality and discretion. 

Job Conditions: 

Work is performed in a variety of office environments and other locations inside and 
outside of MPFS while using a telephone and sitting at a computer screen for extended 
periods.  May lift, move and carry objects up to 40 pounds, such as boxes containing 
materials and other supplies.  Will drive personal or company vehicle to run errands.  Will 
work or travel out of the local area and work outside normal working hours, such as 
evenings and weekends on occasion.   

 

Title 
Board and Executive Support 
Coordinator 

Department Administration 

FLSA ☐ Exempt    ☒ Non Exempt Starting Pay Range $16.62 - $19.94 

Status ☒ Full Time  ☐ Part Time Hours Per Week 40 

Reports to President/CEO Date of Last Revision 7/25/18 

Alternate Title(s)    

Employee Signature    

Supervisor Signature    

HR Signature    
 

 

 

 

i This job description does not list all the duties of the job. You may be asked to perform other duties. You will be evaluated 
in part based upon your performance of the tasks listed in this job description. MPFS has the right to revise this job 
description at any time. The job description is not a contract for employment. 
 
To perform this job successfully, an individual must be able to perform each essential duty and physical demand satisfactorily 
with or without a reasonable accommodation.  EOE. 

                                                 


