
 

 

Job Description   

Position Title: Wayzata-Plymouth Meals on Wheels (WPMOW) Program Coordinator 

Salary: $21,000 - $23,000 annual; $1,750 - $1,917 gross monthly (Part-time .5 time) 

Job summary: The Program Coordinator provides administrative coordination for the 
WPMOW program, which delivers nutritious lunches each Monday and Thursday to 
homebound persons in the WPMOW service area.  The Program Coordinator reports to 
the Board of Directors and supervises WPMOW church coordinators and volunteer 
drivers. 

Duties:  The Meals on Wheels Program Coordinator is responsible for the coordination 
of Meals on Wheels Monday – Friday, including holidays.  Coordination involves acting 
as a liaison to clients, the MOW Board, volunteers, and Metro Meals on Wheels.  The 
Program Coordinator also responds to client requests. 

• Client Services and Communication: (35%) Conducts intake assessments of 
clients’ needs and maintains and updates client data. Follows up on any delivery 
problems promptly. Occasionally assists with meal delivery.  Maintains routine 
and effective interactions with clients, volunteers, and the Board. 
 

• Record Keeping and Program Reporting: (17%) Maintains statistical records 
and reports, and reports program activities and information to the Board and 
Metro MOW as needed via QuickBooks or ServTracker (case management 
software).   
 

• Financial Duties and Responsibilities: (15%) Bills and records client payments 
and oversees all program income, expenses, and financial records in 
QuickBooks. Coordinates with WPMOW Treasurer to maintain financial records 
and fundraising. Accountable to the Board and to funding sources. 
 

• Operations Management: (25%) 
o Volunteer coordinator oversight and support: Supports volunteer 

coordinator as needed to recruit, screen, train and communicate with 
volunteers. 

o Dietary responsibilities: orders fresh and frozen food from caterer to be 
delivered as needed; oversees delivery routes and equipment, responsible 
for caterer contracts. 

o Route maintenance: creates efficient delivery routes with clear delivery 
instructions. Assists with loading food into delivery containers on delivery 
days. 

• Program Development and Community Engagement: (8%) Assists the Board 
in building public relations within the community. Attends training sessions as 
needed. 

Qualifications: Program management or coordination experience preferred; 
Proficiency with Excel, Word, and QuickBooks preferred; ability to lift to 20 pounds and 
climb stairs. A valid drivers license and car insurance are required. 


