
JANUS YOUTH PROGRAMS, INC. 

707 NE COUCH 

PORLAND, OR 97232 

 

JOB DESCRIPTION 

 

Title:   Distribution and Marketing Coordinator 

Program:  Village Gardens 

Reports To:  Program Director  

Class/Status: .5 FTE (grant contingent) Nonexempt 

 

 

Position Summary: 

This person is responsible for coordinating and carrying through all the food distribution 

and marketing for Village Gardens programs. This person will collaborate with program 

leads and youth and adult participants at Food Works, Village Market, and Community 
Programs to ensure produce harvests reach appropriate market venues on time and in 

excellent condition. This person will develop additional market venues along with 

coordinating Village Garden (Food Works and Market Gardeners) produce distribution 

directly to Village Market and VG’s Farmers Market. This person will facilitate skill 

sharing and trainings to develop best practices for harvesting fresh produce and bringing 

it to market in great condition. The Distribution and Marketing Coordinator will need 

to have excellent communication, coordination and scheduling skills for bridging all 

Village Gardens programs. This person is supervised by the Program Director. 

 

Education and Experience Requirements: 

A typical background for the person who can fulfill the duties of this position are as 

follows: 

1. Combination of education and experience that provides the necessary 

knowledge, skills and abilities necessary for successfully performing the 

responsibilities of the position.   

2. Experience with and understanding of the cultural traditions, norms and histories 

of the low-income, urban African American, Latino and/or African Immigrant 

communities sufficient to form culturally relevant programming and relationships. 

Personal life experience and networks will be valued.  

3. Experience demonstrating an understanding of the complex challenges and 

strengths present in communities experiencing poverty. Personal life experience 

will be valued.  

4. Experience effectively taking on decision making, goal setting, planning, project 

implementation and evaluation.   

5. Experiencing working alongside youth and facilitating youth lead activities.  



We consider education, training, experience and demonstrated skills. 

Required Knowledge, Skills and Abilities: 

A. Value and able to work in a multicultural, diverse environment. 

B. Able to build strong team cooperation and respect in a work setting that serves and 

incorporates people of diverse class, age, cultural heritage, race, gender orientation, 

lifestyle and ability. 

C. Understanding of food systems and the principals of food justice. 

D. Able to work with youth and support their leadership development.  

E. Able to drive for delivery of produce around the city. 

F. Ability to manage a varied schedule and maintain flexibility. 

G. Oral and written communication skills allowing for effective communication with a 

wide range of individuals, including ability to make and/or facilitate public 

presentations in both small and large group settings. 

H. Bilingual/multi-lingual strongly preferred (Spanish, French, Swahili, Oromo, Arabic, or 

Amharic).  

I. Open to feedback and supervision. 

J. Able to work in an efficient and organized manner, tracking a wide variety of details 

and deadlines. 

K. Math aptitude and proficiency allowing for basic accounting functions. 

L. Able to effectively use computer applications for email communication, research, 

report writing, data-base management and developing publicity materials, and to 

effectively operate office equipment.  

M. Maintains appropriate professional boundaries in working with others and in 

handling confidential information. 

N. Exercises tact, discretion, and judgment in working with a variety of people. 

O. Effectively monitors safety and demonstrates group management skills and effectively 

de-escalates potentially chaotic or volatile situations. 

P. Ability to lift up to 25lbs on an routine basis is preferred.  

Q. Regularly attends and is punctual for planned work commitments and meetings and 

is in a condition suitable for assuming responsibilities of position. 



R. Manual/physical dexterity allowing for performance of routine office functions such 

as copying, faxing, computer use, phone use, writing, filing, etc. 

Other Requirements: 

1. Personal transportation allowing for transport of participants, supplies and 

equipment, valid driver’s license for state of residency, personal auto liability 

insurance ($100,000/$300,000 levels strongly recommended), and a driving record 

permitting coverage under the corporate auto liability policy. All employees driving 

for work purposes, whether driving a personal vehicle or an agency vehicle, must 

first complete the agency’s driving approval process before driving for work. 

2. Must pass criminal history background check. 

3. Maintains Standard Frist-Aid/CPR Certification 

4. Food Handler’s Certification 

Duties and Responsibilities: 

 

1. Increase/expand capacity of diverse low income small farmers/market gardeners to 

get product to markets and increase revenue. 
a. Partner with restaurants, grocery stores, CSA customers to increase the 

customer base and revenue generating potential for community fresh 

grown produce. 

b. Coordinate VG produce distribution to Village Market. Communicate 

projected harvests and quantities to Village Market Manager in a timely 

manner. 

c. Look into developing an aggregation model that incorporates produce 

from the multiple small-scale producers. Discern whether aggregation 

with Food Works farm produce is beneficial to all parties. 

 

2. Coordinate Food Works marketing and distribution. 

a. Partner with restaurants, grocery stores, and additional CSA customers 

to increase the customer base and revenue generating potential for our 

youth led farm.  

b. Set up and attend business partner meetings with Food Works youth. 

c. Coordinate CSA outreach and weekly distribution alongside Food Works 

youth. Coordinate CSA pick up site information sharing/activities. 

d. Create a newsletter template and support Food Works youth preparing 

a weekly CSA newsletter.  

e. Coordinate produce delivery/set up at Farmer’s Market locations 

alongside Food Works youth leader.  

f. Coordinate and distribute FW produce at Village Market. Communicate 

projected harvest amounts and dates for Village Market planning. 

 



3. Improve the quality, consistency, efficiency of marketing and distribution for Village 

Gardens Growers. 

a. Research and development of best practices for harvesting, pack-up, and 

washing for Market Gardeners that parallel best practices used by Food 

Works. 

b. Create standards of practice for harvest and distribution of produce 

throughout the growing season.  

c. Train producers in food safety and Good Agricultural Practices. 

d. Coordinate trainings on crop planning based upon market demand. 

e. Maintain accurate record keeping. 

 

4. Delivery and transportation of farm fresh vegetables as needed.  

 

5. Maintains clear, open and consistent communication between Food Works, Village 

Market and Community Programs. 

 
6. Models and encourages direct, professional communication among all staff members 

and works to establish and maintain a positive, respectful work environment for 

everyone. 

 

7. Performs other duties as assigned by the Program Director of Executive Director. 

 

 

Working Conditions: 

1. May involve exposure to communicable diseases which can encompass a variety of 

illnesses and infections including tuberculosis, Hepatitis A, B, C, infectious meningitis 

and HIV. 

2. May involve exposure to upset, angry, severely traumatized and/or emotionally 

disturbed children, families and communities. 

3. Involves traveling to various sites within the Portland metropolitan area. 

This position description is intended to give the reader a general idea of the overall 
purpose and the main activities and responsibilities that are intrinsic to this position.  

While this description is intended to be representative, it is not intended to be limiting.   

 


