
Cooking Matters Program Coordinator

Compensation
$40,000-48,000

Location
Indianapolis, Indiana

Indy Hunger Network:
The Indy Hunger Network (IHN) is a collaborative organization made up of non-profit and
corporate partners working on hunger relief in the Greater Indianapolis area. IHN’s three focus
areas are nutrition, access, and sustainability of the food supply in our community.

Position Description:
Since 2015, Indy Hunger Network has partnered with Cooking Matters, a national culinary and
nutrition education program that provides the basic skills of healthy eating and cooking to
families. Cooking Matters classes are offered at  a variety of sites such as churches, community
centers, early learning education centers, WIC clinics, schools, and food pantries. Class
participants experience a hands-on approach to preparing a meal from start to finish with our
Cooking Matters team, including preparing and cooking a meal and eating together with the
group as they reflect on what they have learned in class. Classes are offered for a variety of age
groups, both virtually and in-person.

The Cooking Matters Program Coordinator will lead implementation of the Cooking Matters
program in Marion County, with support and oversight from the Cooking Matters Program
Manager. This position will coordinate and lead classes, using a variety of Cooking Matters
course formats and curricula at partner sites throughout Marion County. Cooking Matters seeks
to empower individuals using food assistance to make nutritious food choices that meet their
own dietary needs and preferences, given the resources that they have. This role will maintain
the current relationships we have built with our partners, as well as growing our partnerships
with agencies and organizations in Marion County. This role will work collaboratively with the
team of Cooking Matters staff and AmeriCorps VISTA members to offer high quality,
non-judgemental learning experiences for class participants.

Responsibilities:
This job description describes the general nature and level of work performed by employees
assigned to this position. It should not be construed as an exhaustive list of all required duties,
responsibilities, and skills.

● Implement the variety of Cooking Matters Program curricula that IHN offers
● Assist in grant writing, reporting, and grant implementation to maintain continued funding

for Cooking Matters classes
● Coordinate and manage the Marion County Cooking Matters program calendar
● Monitor and update the Cooking Matters cost analysis spreadsheet, budgets, and

invoices on a monthly basis



● Purchase food and supplies for programming, and maintain a careful record of
purchases

● Maintain office storage and supplies, and keep inventory list up to date
● Manage, recruit, train, and oversee program volunteers and interns
● Work collaboratively with Cooking Matters Team to update program data, both for

classes in Marion County and other counties
● Attend community events to bring awareness about the Cooking Matters Program

offerings and volunteer opportunities, make and distribute samples, and share other IHN
projects and programs

● Assist in the launch and implementation of the Cooking Matters Satellite Partnership
program

● Programming occurs both during business hours and in the evenings. Must be able to
work up to 3 evenings a week until 8pm, depending on program schedule. Hours can be
flexed to compensate for evening classes.

● Position requires travel throughout Marion County and occasionally to surrounding
counties. A reliable source of transportation is required.

Qualifications:
● Bachelor's Degree in Public Health, Health Promotion, or related field
● 2 or more years experience in program leadership or implementation
● Proficient in a variety of computer software applications including Microsoft Office Suite

(Word, Excel), Google G-Suite (Google Docs, Sheets, Gmail, and Calendar), Dropbox
and Zoom

● Ability to maintain confidential information
● Multi-tasking and time-management skills, with the ability to prioritize tasks
● Ability to interact comfortably with people from a variety of backgrounds
● Knowledge of food safety, preparation, and education
● Strong communication skills, both written and verbal
● Excellent organizational skills and attention to detail
● Must have a valid driver’s license
● Demonstrated ability to manage multiple priorities and meet deadlines

Preferred, but not required qualifications:
● ServeSafe certification
● Knowledge or experience working with Salesforce
● Experience or training in nutrition
● Experience working with individuals who face food insecurity and or personal experience

with food insecurity
● Spanish language competency

Cooking Matters Program Coordinator (Programs/Program Support) in Indianapolis, Indiana at
Indy Hunger Network · Charitable Advisors (hiringopps.co)

IHN is proud to be an equal opportunity employer and actively seeks the candidacy of people of
color, LGBTQ people, and those with lived experience of food insecurity. We are committed to
inclusive hiring and dedicated to diversity in our work and among our staff.
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