
Second Harvest Food Bank of Central Florida 
Job Description 

 

Title: Benefits Connection SNAP Outreach Specialist   Job Group Category:  Exempt 
Unit:  Benefits Connection SNAP Outreach Program   Direct Reports:  N/A 
Reports to:  Benefits Connection SNAP Outreach Program Manager      
Labor Grade: E-1        
Date of last revision: 7/07/2015     

 
Position Summary:   
Provides face-to-face assistance with an electronic, on-line SNAP benefits application to low-income applicants at 
a variety of convenient locations.  Provides guidance in understanding benefits and acts as a liaison for future 
client follow up and communication.  Maintains an up-to-date knowledge and understanding of policy issues 
related to the Supplemental Nutrition Assistance Program (SNAP, formerly known as Food Stamps) and general 
awareness of other benefits and human services for referral purposes, if needed. 

 
Principal Duties and Responsibilities: 

1. Outreach to underserved populations such as the working poor, seniors, Hispanics, immigrants and the 
homeless. 

2. Secure strategic locations where services to low-income individuals/families are provided to maintain a 
full and productive outreach calendar. 

3. Provide detailed explanation of SNAP benefits to potential applicants. 
4. Assist potentially eligible individuals with the Florida online ACCESS SNAP application. 
5. Disseminate SNAP information and printed materials at soup kitchens and pantries, community centers 

and service agencies, libraries, special outreach events and other locations where low-income households 
seek assistance. 

6. Develop positive working relationships with potential SNAP applicants and established clients. 
7. Act as liaison for future client follow up and communication, return phone calls and emails and promote 

self-sufficiency through education on SNAP processes. 
8. Monitor Federal and State SNAP policy to ensure barriers and/or opportunities are being communicated 

to the Program Manager. 
9. Maintain training necessary to remain up-to-date in Department of Children and Families requirements.  
10. Maintain and update records and reports for all SNAP applications produced. 
11. Communicate effectively with program management, Second Harvest agency partners, and the 

Department of Children and Families. 
 

Job Qualifications 
1. High School Diploma or higher. 
2. One year of equivalent outreach experience. 
3. Commitment to understanding and supporting SHFB’s mission; shows compassion and an appreciation 

for hunger issues. 
4. Proper and effective communication skills to communicate with partner agencies as well as those in 

need of the Benefits Connection Program. 
5. Excellent organization skills. 
6. Computer and web application competency (Word, Excel, Outlook, etc.) 
7. Detail oriented. 
8. Experience working with minimal supervision; confident and proactive. 
9. Bilingual is preferred. (Spanish, Creole) 
10. Willingness to travel to various Central Florida locations. 
11. Standing, walking and traveling as needed. 
12. Reliable insured vehicle. 
13. Able to lift up to 20 lbs. on a frequent basis. 
14. Successfully pass pre-employment drug test screening, Level II Background Check and driving record 

check. 
 

Competencies 

 Anticipation/Proactive Thinking 



Spends a lot of time anticipating what the future might hold 
Thinks through the future implications of all of their major actions and decisions 

 Develops contingency plans 
Communication 
Takes time to walk around and listen to employees 
Uses multiple channels to get messages across to people 
Is effective at determining the underlying meaning in a communication 

 Customer Focus 
Continually improves processes in order to meet and exceed customer expectations 
Actively identifies internal and external customer needs 
Tries to improve processes by carefully listening to customers 

 Dependability 
Maintains “heart” and the courage of their convictions, even when the going is difficult 
Takes responsibility for their own actions  
Meets objectives, targets and deadlines 

 Planning and Organizing 
Sets aside time for thinking, planning, and action 
Designs flexible time into their day to re-schedule or re-prioritize 
Paces themselves so they can meet goals or deadlines 

 Results Focus 
Is quick to identify and put a stop to wasted effort or effort that does not produce valuable results 
Encourages people to think about whether all of their efforts are adding value 
Demonstrates consistent enthusiasm for achieving results 

 Taking Initiative/Responsibility 
Volunteers to help others without prompting 
Actively looks for increased responsibilities 
Is willing to be accountable for their decisions or actions 

 Teamwork Ability 
Builds “bridges” with other teams to maximize cooperation and consistency 
Invites opinion from people who have different experiences or perspectives 
Builds effective and balanced teams that are based on capability and potential 

 
Working Conditions: 
Primarily mobile, with meetings at convenient locations throughout the community.  Occasional office 
environment.   
Disclaimer: 
The above statements are intended to describe the general nature and level of work being performed by people 
assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, 
duties and skills of personnel so classified. 
 
 
Review/Approvals: 
 
Name:     Staff Management  Date: 
 
Name:     Human Resources  Date: 


