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Job Description 

Job title:               Tri-Valley Supervisor 

Reports to:           Senior Nutrition Program Manager  

FSLA Status:        Exempt 

Date:                  September 2018 

Work Location:   Livermore  

  

 

General Description 

The Tri-Valley Supervisor will establish business, financial, governmental and service partnerships 

throughout the Tri-Valley area as well as helping to foster current partnerships; will recruit and retain 

volunteers for Meals on Wheels; and supervise Meals on Wheels Coordinators. Participate in 

fundraising efforts. 

 
 
Primary Responsibilities 

• Identify and help implement opportunities for continuous improvement in ways to increase 

awareness and knowledge of Spectrum’s services; 

• Develop and provide professional and vibrant presentations on the work of Spectrum’s to 

faith-based, membership, and civic organizations; 

• Conduct other forms of outreach such as 1:1 networking, collateral distribution, and 

submission to publications; 

• Maintain excellent information and records management on all outreach planned and 

conducted, including audience types and amounts, follow-up, and outcomes; 

• Work with the Executive Director to develop a business partnership strategy to be 

incorporated into outreach efforts. 

• Plan and assist with fund raising efforts 

Intake 

• Assist extremely low-income clients with HEAP applications 

• Assess and register potential Meals on Wheels clients 

• Organize and keep all records for volunteers and staff  

Volunteers 

• Identify and implement opportunities for continuous improvement for Volunteer recruitment 

and oversight; 

• Develop various types of volunteer recruitment materials designed to appeal to ethnically, 

spiritually, and socioeconomically diverse populations; 

• Assure that Volunteers are well-trained and feel ready to start their work with Spectrum; 

• Assure that Volunteers’ needs are met and that they are satisfied with their service and 

problem solve with whomever involved to see if challenges can be alleviated; 

• Plan and implement various methods of Volunteer appreciation throughout the year.  
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Supervise 

• Train and support Meals on Wheels Coordinators 

• Provide in-service training 

• Perform other duties as assigned. 

Qualifications/ Requirements 

• Excellent communication skills, both written and oral 

• Strong organizational and time management skills with exceptional attention to detail 

• Excellent computer skills, website, email, spreadsheets, graphics/photos, and social media 

marketing skills; high level proficiency of donor management software (i.e. Neon, Donor 

Perfect, Raisers Edge, Sales Force) 

• Bilingual/biliterate in (Spanish, Cantonese or Mandarin and English) desirable. 

• Strategic organizational skills;   

• Familiarity with the Tri-Valley area’s philanthropic and business communities; 

• Must possess reliable transportation for use on the job/Valid CA driver’s license and insurance. 

• Learn, understand, and solve problems creatively; 

• Maintain a professional but warm approach to all potential and current stakeholders; 

• Demonstrate resilience and sound judgment in dealing with challenges;  

• Work with a diverse range of people and to build mutually beneficial relationships and 

networks, sometimes in complex environments. 

 

Physical Demands 

• While performing the duties of this job the employee is regularly required to sit, stand and move from 

one area to another 

• The employee is occasionally required to bend, reach, lift and relocate up to 20 lbs. 

• Finger Dexterity for activities such as typing, use of the computer mouse, computer usage, 

recording money, grasping, repetitive motions 

• Vision abilities required include close vision, distance vision and ability to adjust focus 

Work Environment 

• Work will be partially conducted in office environment and partially within the community at 

large. 

• The office environment is temperature controlled 

• The noise level in the office environment is usually quiet 

General Competencies 

Interpersonal 

• Strive for improvement in self and for Spectrum; make recommendations for improvements 

• Respond timely to requests for information, service and assistance 

• Demonstrate a positive and productive attitude; have an open mind and be objective, trustworthy, 

honest and ethical 

• Maintain a high level of professionalism and confidentiality 

• Treat each Spectrum employee/manager as if they were an internal customer 

 

Organizational 

• Provide outstanding customer service to all internal and external customers 

• Use and conserve organizational resources efficiently and effectively 

• Prioritize and plan work activities 

• Demonstrate consistency, reliability, accuracy and thoroughness 
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• Show respect and sensitivity toward cultural differences 

• Promote a harassment and discrimination free environment 

• Follow or exceed organizational standards 

• Adhere to company policy and procedure; support Spectrum’s goals and values 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent 

in this position.  Employee(s) will be required to follow any other job-related instructions and to perform any other job-

related duties requested by any person authorized to give instructions or assignments. 

A review of this position has excluded the marginal functions of the position that are incidental to the performance of 

fundamental job duties.  All duties and responsibilities are essential job functions and requirements and are subject to 

possible modification to reasonably accommodate individuals with disabilities.  To perform this job successfully, the 

incumbent(s) will possess the skills, aptitudes, and abilities to perform each duty proficiently.  Some requirements may 

exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others.  The 

requirements listed in this document are the minimum levels of knowledge, skills, or abilities. 

This document does not create an employment contract, implied or otherwise, other than an “at will” relationship. 

 


