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JOB DESCRIPTION 
Position: Manager, Member Relations (1 FTE) 
Reports to: Executive Director  
Status: Permanent Full-time Position (35 hours/ week) 
Location: In-person position based at the Food Banks Alberta office located in Leduc, Alberta 

 

Mission Statement:  
Empower the membership to serve Albertans facing food insecurity. 

 

Position Overview: 
The Manager, Member Relations supports Food Banks Alberta’s member network by ensuring member food 

banks are effectively resourced, informed, and connected to the Provincial Association. Reporting to the 

Executive Director, this position provides responsive member support, coordinates communications and data 

collection, assists members in understanding and navigating Food Banks Canada’s Standards of Excellence, 

supports emergency response coordination across the province when required, and helps plan and deliver the 

annual FBA conference and regional meetings. 

Key Competencies: 
1. Relationship Building & Collaboration: Builds and maintains positive, respectful, and trusting relationships with 
colleagues, member food banks, donors, partners, volunteers, and community stakeholders. Works 
collaboratively to achieve shared goals. 
2. Communication: Communicates clearly, effectively, and appropriately through written, verbal, and digital 
channels. Listens actively and adapts communication approaches to meet the needs of diverse audiences. 
3. Working with Diverse People: Builds respectful and inclusive relationships with people from diverse 
backgrounds, lived experiences, perspectives, abilities, and communities. Demonstrates empathy, cultural 
awareness, and a commitment to creating welcoming and equitable environments. 
4. Planning, Organization & Project Management: Effectively plans, prioritizes, and manages multiple initiatives, 
deadlines, and resources. Demonstrates attention to detail while maintaining focus on organizational priorities. 
5. Adaptability & Responsiveness: Responds positively to changing priorities, emerging needs, and unexpected 
challenges. Demonstrates flexibility, sound judgment, and the ability to adjust approaches when circumstances 
change. 
6. Initiative, Accountability & Results Orientation: Takes ownership of responsibilities, follows through on 
commitments, and delivers high-quality results. Identifies opportunities, solves problems, and demonstrates 
accountability for outcomes. 
7. Strategic Thinking & Continuous Improvement: Understands the broader organizational context, identifies 
opportunities for improvement, and contributes ideas that strengthen programs, services, and organizational 
impact. 
8. Relationship-Centered Service: Provides responsive, respectful, and solutions-focused support to internal and 
external stakeholders. Seeks to understand needs and creates positive experiences that strengthen trust and 
engagement. 
9. Commitment to Mission, Vision & Values: Demonstrates a strong commitment to the mission and values of 
Food Banks Alberta. Models compassion, respect, integrity, and service while contributing to the 
organization’s purpose of supporting member food banks and reducing hunger across Alberta. 

http://www.foodbanksalberta.ca/


 

#105 - 3903 75 Avenue, Leduc, AB T9E 0K3    |   www.foodbanksalberta.ca   |   Phone: 780-459-4598 

 

 

Roles and Responsibilities 
Member Supports and Services  
• Be the primary point of contact for food bank member inquiries, supports and services, including new 

membership applications and the annual membership renewal process. 

• Respond to member requests for service and support and seek out solutions to member issues, questions, 
and concerns. 

• Support members in understanding and navigating the Food Banks Canada National Standards of Excellence 
Accreditation. 

• Keep members informed on relevant issues and best practices as they relate to food insecurity within 
Alberta. Develop training and templates as needed to support member learning and operations. 

• Develop, implement and maintain a timely, coordinated system for information and resource sharing 
between members and FBA. 

• Plan and implement regular opportunities for member engagement and networking, including but not 
limited to an annual member conference and regional meetings. 

 

Community Development 
• Develop and implement programs and services in support of FBA operations to meet current and emerging 

needs. 
• Foster a culture of inclusivity and collaboration within the food banking network. 
• Collaborate with the Executive Director and community, provincial, and national partners to support efforts 

to alleviate food insecurity in Alberta. 
• Research and develop new ideas, approaches, and methods to strengthen how FBA serves its members and 

communities across Alberta. 
 

Emergency Event Coordination  
• Act as the primary liaison between members, food donors and other stakeholders (i.e. Food Banks Canada, 

NGO Council) to ensure the effective and efficient distribution of resources in emergency situations. 

• Lead the FBA Emergency Advisory Committee. 

• Support and coordinate the overarching storage, distribution, and transportation of resources in emergency 
situations. 

• Oversee reporting, communications and statistics in emergency situations. 

• Proactively identify and secure emergency resources to support member food banks during emergency 
situations. 

 

Member Compliance 
• Maintain timely and detailed awareness of provincial, federal, and national requirements for food banks, as 

well as emerging trends and issues within the food banking movement. 

• Assist food banks with meeting identified stakeholder standards and requirements. 

• Develop and maintain best-practice templates, policies, and procedures to be shared throughout the 
network. 

 

Special Projects 
• Participate in FBA projects and events as needs arise. 
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• Other duties as assigned. 
 

Requirements  
• Post-secondary education in a relevant field such as nonprofit management, community development, 

social work, human services, public administration, communications, business administration, emergency 
management, or a related discipline, combined with a minimum of five years of related experience. 
Equivalent combinations of education and experience will be considered. 

• An RCMP security clearance check is required for this role. 
• Evenings and weekend work, as required. 
• Must hold a valid driver’s license and have access to a reliable vehicle. Travel is required for meetings 

with partners and stakeholders around the province. 
 

Wage:  $34 - $38 /hour (based on qualifications and experience) 
Benefits:  Comprehensive Benefits Program, RRSP Matching, 3 Weeks Paid Vacation (accrued) 

Please send resume with cover letter to executivedirector@foodbanksalberta.ca 
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