
 

        Job Description 

     Job Title:  Food Procurement Specialist 
     Classification:  Full Time, 40 hours per week, Non-Exempt 
     Department:  Operations 
     Reports to:  VP/Chief Operations Officer 
Job Summary 
The mission of Montana Food Bank Network (MFBN) is to end hunger in Montana through food acquisition and 
distribution, education, and advocacy. Under the guidance of the Vice President/Chief Operations Officer (VP/COO), the 
Food Procurement Specialist is responsible for food-sourcing activities and food purchasing functions, including the 
development and maintenance of the overall food source plan to meet MFBN’s volume requirements and support 
annual food distribution goals. Additionally, the Food Procurement Specialist acts as a liaison between procurement and 
operations while assisting with the management and maintenance of MFBN’s Retail Food Rescue Program.  

Duties and Responsibilities 
 Conduct all food-sourcing activities including the procurement of wholesale, TEFAP, donated, and value-added 

products. 
 Solicit bids and maintain a diverse inventory of culturally appropriate products for distribution through food 

bank programs and Network Partners focusing on meeting nutrition guidelines. 
 Maintain a cost-effective and network-wide food purchasing program, while identifying new purchasing options 

and strategies that improve efficiencies. 
 Use inventory software to manage products needed to achieve distribution goals and ensure appropriate 

quality, quantity, and variety of products in inventory at all times. 
 Maintain the highest level of customer satisfaction with state and federal food program representatives. 
 Establish and maintain relationships with current and potential donors including local/regional retailers, 

distributors, produce cooperatives, growers, local farmers, and other food banks for both purchased and 
donated products. 

 Coordinate product receipts and establish work plans with the Operations Manager to meet the objectives of 
the strategic plan. 

 Manage the product acquisition budget with the VP/COO. 
 Conduct regular relationship-enhancing visits to Network Partners and local donor sites. 
 Maintain a constant supply of staple products for the warehouse and repack room. 
 Monitor the product available on Feeding America’s Choice System and bid on appropriate donated loads. 
 Represent MFBN and participate in food-sourcing projects with Feeding America. 
 Manage all food drive inquiries and collaborate with the Development Department to promote them.  
 Ensure food is procured in compliance with the requirements of our various funding streams to meet the 

strategic plan. 
 Work with the Transportation Manager and Warehouse staff to assure efficient scheduling of incoming and 

outgoing food. 
 Submit all credit card expenses and vendor invoices in Concur. 
 Facilitate regular meetings with the Programs Department and Operations Manager to discuss product flow and 

potential program-related needs.  
 Ensure purchase and donation orders are entered both timely and accurately in Ceres. 
 Serves on MFBN Food Safety Committee. 
 Obtain ServSafe, HAACP, and FDA Food Defense Coordinator Certifications (provided by MFBN). 

 
Retail Food Rescue Duties and Responsibilities 

 Ensure compliance with Retail Food Rescue Partners and facilitate training with Network Partners and retail 
donors. 

 Maintain compliance with Feeding America Programs and stay up to date on Retail Food Rescue reporting, 
records, communication, and technical support of participating stores. 

 Provide tech support to Network Partners for Meal Connect. 



 Manage the distribution of grant funds to Retail Food Rescue Partners to help increase capacity when funding is 
available from corporate donors or Feeding America. 

 Adhere to safe food handling and storage guidelines.  
 Provide in-person store visits to retail donors around the state to help maintain relationships. 
 Attend monthly webinars through Feeding America to learn about the changes in the food industry and how to 

develop new partnerships. 
 
Skills and Qualifications 

 Be committed to MFBN’s mission and vision.  
 Comply with MFBN policies and procedures. 
 Be empathetic to the needs of those experiencing food insecurity. 
 Strong writing ability and excellent interpersonal skills. 
 Strong organizational and planning skills with the ability to work on multiple responsibilities. 
 Promote safe work practices in warehouse settings. 
 Take initiative while working as a member of a team. 
 Strong negotiation skills. 
 Proficient in Microsoft Office Suite and Excel. 
 Perform any additional tasks and duties as assigned.  

 
Required 

 Bachelor’s degree in Business or related field and/or 2+ years of experience in procurement, food industry, or 
account management and budgets. 

 Proficient typing skills. 
 Valid driver’s license. 

 
Preferred 

 Experience with sales and customer relations. 
 Knowledge of Microsoft Navision Ceres, FSMA and AIB Food Safety Standards for Food Warehousing, and SQF 

Program. 
 Experience working with nonprofit organizations. 
 Individuals with lived experience of food insecurity are strongly encouraged to apply. 

 
Worksite 

 MFBN’s office is located at 5625 Expressway, Missoula, MT 59808.   
 Travel required, primarily in-state, approximately 15% 

 
Compensation 
Montana Food Bank Network offers a competitive benefits package. We strive to provide non-cash benefits that 
encourage a flexible work-life balance and promote the physical, mental, and financial health of our employees and 
their families. 4 Weeks PTO, Paid Holidays, Paid Training Opportunities, Employer Paid Medical, Company Paid HSA 
Contribution, Retirement Matching. 
 
To apply 
Please submit your resume and cover letter to Nicole Burlingame-Stead, Employee Relations Manager at 
nburlingame-stead@mfbn.org. The position will be open until filled.  
 

Montana Food Bank Network is an equal opportunity employer. 
We celebrate diversity and are committed to creating an inclusive environment for all employees. 

Offer of employment is contingent on the successful completion of a background check. 


