
Sanctuary Kitchen Program Associate
New Haven, CT

Sanctuary Kitchen, a program of CitySeed, partners with immigrant and refugee chefs to build
economic opportunity and authentic connections through food. We are seeking a part-time Program
Associate to support all aspects of Sanctuary Kitchen programming and our social enterprise.

Our vision is to enhance the culinary skills of refugees and immigrants in a supportive environment that
honors story and diverse cultural traditions, fosters community and understanding, offers professional
development, and generates economic success in the most delicious way possible. We do this through
refugee and immigrant-led cooking classes, supper clubs, and other culinary events. Our social
enterprise provides multicultural catering and food products that support employment, professional
training, and integration for refugees and immigrants in Greater New Haven.

The ideal candidate is detail oriented, hardworking, and creative with an enthusiasm for connecting
communities through food. The Program Associate will gain broad experience about the nonprofit
sector and food industry, and be mentored and trained by professionals with decades of combined
experience in these spaces.

To Apply
Email your resume and cover letter to ashley@cityseed.org. The subject line and resume should be
titled “Your Last Name, Your First Name - Sanctuary Kitchen Program Associate”. Applications will be
reviewed on a rolling basis.

Duties and Responsibilities
● Manage online sales platform; track budget and sales; and prepare reports for CitySeed staff.

Oversee invoicing and billing for Sanctuary Kitchen.
● Work with CitySeed’s Community Outreach Manager to promote Sanctuary Kitchen menus and

events through social media, our e-newsletter and our website.
● Support Culinary Manager and SK chefs in preparing and packing orders for curbside, retail,

and farmers markets. Develop customer relationships.
● Coordinate with Farmers Market Sales Associate to ensure coverage and anticipate market

needs
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● Maintain and streamline online platforms (e.g. Square, Squarespace, Eventbrite, Google Drive,
etc.) to ensure information is readily available and easily accessible.

● Support the development and training of the Sanctuary Kitchen training program for
immigrant and refugee chefs.

● Coordinate and staff events such as cooking classes, cooking demos, and speaking
engagements.

● Perform additional administrative duties as needed.
● Help identify new opportunities for improving customers’ experience, both online and

in-person
● Pursue potential sales contacts and build mutually beneficial relationships with wholesalers,

retailers, and influencers to grow sales and awareness
● Manage ongoing communication and customer service for sales accounts

Qualifications
● Strong organizational, communication, and interpersonal skills
● Computer skills (Microsoft Office, Google Suite, social media, Zoom)
● Prior experience in operations, budgeting, and/or administration
● Meticulous and detail oriented
● Strong time management skills and ability to prioritize tasks
● Positive attitude and willingness to take on projects
● Reliable, punctual, and professional
● Proven ability to be flexible and work in a fast-moving environment
● Ability to work both independently and as part of a team
● Experience with or enthusiasm for working with individuals from diverse backgrounds
● Customer service experience a plus
● Experience with Adobe Suite, Canva, Constant Contact, Squarespace, and Square Online

desired
● Experience working with and/or desire to work within the culinary industry desired
● Passionate about working with diverse communities and about advancing racial equity and

economic opportunity

Details:

● Desired Start Date: by February 1, 2022
● Location: New Haven, CT (some in-person duties required)
● This position is part-time, approximately 24-32 hours a week at $20/hour
● The Sanctuary Kitchen Program Associate  will be expected to work occasional evenings

and weekends, to support events and programs, as needed.

www.sanctuarykitchen.org / www.cityseed.org
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