
  

  

  
  

La   Cocina   Earned   Income   Sales   Associate   
Job   Descrip�on   

  
About   La   Cocina   
La  Cocina  was  born  out  of  a  belief  that  a  community  of  talented  natural  entrepreneurs,   given  the                   
right  resources,  can  create  self-sufficient  businesses  that  benefit  themselves,   their  families,  their              
community,  and  the  whole  city.  The  food  that  has  come  out  of  our   kitchen  since  2005  reflects                   
that  aspira�on  and,  quite  simply,  tastes  amazing.  We  support   businesses  by  providing  an               
affordable  commercial  kitchen  space,  industry-specific technical  assistance  and  access  to  market             
opportuni�es.  We  focus  primarily  on  providing   resources  to  women  from  communi�es  of  color               
and  immigrant  communi�es.   Our  vision  is  that  entrepreneurs  gain  financial  security  by  doing               
what   they   love   to   do,     crea�ng   an   innova�ve,   vibrant   and   inclusive   economic   landscape.   

  
Background   
Our  food  economy,  even  pre-COVID,  desperately  needed  a  fundamental  shi�  to  recognize  the               
unfair  labor  value  exchange  that  fuels  our  food  system.  COVID  merely  exacerbates  the  blatant                
social  and  racial  inequi�es.  Low-income  entrepreneurs  suffer  from  tremendous  barriers  to             
industry  for  ownership—barriers  that  are  even  higher  for  women,  immigrants,  and  people  of               
color.  Women  only  make  up  21%  of  head  chef  posi�ons  despite  represen�ng  over  50%  of                 
culinary  school  graduates.  New  restaurants  cost  millions  of  dollars  to  open  but  food  industry                
wages  and  benefits  remain  at  the  bo�om  of  the  income  scale.  Immigrants  and  the  working-class                 
people  are  being  priced  out  of  the  very  opportuni�es  that  they  make  this  food-proud  city                 
possible.  La  Cocina  imagines  a  different  kind  of  food  economy.  Our  economy  is  women-led  and                 
equitable.  It  is  responsive  to  this  pandemic,  adaptable  and  forward-thinking.  It  offers  economic               
mobility  through  asset-genera�on  and  insists  on  building  spaces  that  are  welcoming  to  everyone               
who   makes   this   city   what   it   is. We   hope   you   can   join   us.   

  
General   Statement   of   Du�es     
The  Earned  Income  Sales  Associate  role  is  a  part-�me  hourly  posi�on  with  the  hope  that  it                  
eventually  transi�ons  to  full-�me  as  our  world  recovers  from  the  pandemic.  This  posi�on  is                
responsible  for  suppor�ng  all  of  La  Cocina’s  Earned  Income  revenue  streams  which  include  food                
and  beverage  sales  services  and  ac�vi�es  encompassing  catering,  events,  eCommerce,  retail  and              
food  insecurity  programs.  It  also  supports  sales  ac�vi�es  at  La  Cocina’s  Municipal  Marketplace,               
the  country's first  women-led  food  hall  located  in the  heart  of  San  Francisco's  Tenderloin               
neighborhood.   This   posi�on   reports   to   the   Earned   Income   Manager.    

  
  

Job   Responsibili�es   
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Food   &   Beverage   Catering   &   Events   Management   

● Intake   and   execute   all   La   Cocina   brokered   catering   opportuni�es   and   corporate   contracts     
● Effec�vely  communicate  requests  between  La  Cocina’s  clients,  and  La  Cocina  businesses,             

cul�va�ng   their   approach   in   providing   excellent   hospitality   and   service   
● Communicate  with  the  Earned  Income  team  and  La  Cocina  staff  to  execute  catering  and                

events  with  applicable  opera�ng  policies  and  procedures  maximizing  impact  to  La             
Cocina   and   La   Cocina   businesses   

  
eCommerce   &   Retail   Program   Support   

● Oversee  the  cura�on,  produc�on,  and  customer  service  for  the  weekly  community  food              
box   program   u�lizing   the   Shopify   pla�orm   and   required   applica�ons     

● Maintain  online  cooking  class  requests,  make  recommenda�ons  on  content,  managed            
client   rela�onship   and   entrepreneur   communica�ons,   troubleshoot   audio/visual     

● Collabora�on  and  support  of  physical  retail  marketplace  and  pop-up  partnerships  as             
requested   by   clients   

  
Food   Insecurity   Program   Support   

● Support  planning,  coordina�on  and  administra�on  of  food  insecurity  programs  and            
events  in  partnership  with  the  Food  Jus�ce  Advocacy  and  Municipal  Marketplace             
Community   Manager    

  
  

Customer  Service :  Respond  to  all  requests  within  1  business  day,  communica�ng  with  the  team                
as  necessary.  Responsible  for  all  ini�al-touch  conversa�ons  with  an  expecta�on  of  friendly,              
concise,   professional   responses   as   well   as   event   follow-up   with   clients   and   par�cipants.   
  

Bid  Management:  Responsible  for  coordina�ng  all  bid  elements  in  conversa�on  with  the  Earned               
Income  Manager,  clients  and  La  Cocina  par�cipants.  This  includes,  but  is  not  limited  to,  La  Cocina                  
par�cipant  menus,  rental  orders,  service  staff  and  all  communica�on  with  the  client  themselves               
for   itera�ons   and   changes.    
  

Administra�ve  Management :  Manage  all  data  in  Salesforce  (requests,  status,  documenta�on            
and  reports),  maintain  files  and  ensure  all  necessary  follow-up  is  scheduled  and  documented  for                
�mely   comple�on   of   required   repor�ng   and   stewardship.    
  

Finance  Management :  Responsible  for  the  �mely  and  professional  execu�on  of  all  invoicing              
du�es  as  required  by  the  Finance  team.  Keeping  rigorous  records  and  maintaining  responsibility               
for  all  accounts  receivables  from  clients  as  well  as  payments  to  vendors  and  par�cipants  for  their                  
services.    
  
  

Qualifica�ons   
  
● High  School  diploma  or  GED  required;  2-4  year  college  degree  in  marke�ng  or  sales                

preferred.     
● Relevant  work  experience  in  the  food  industry,  non-profit  and  event  staff  management              

experience   a   plus.   
● Familiarity  with  food  systems  (culinary)  and  a  general  understanding  of  health  and  safety               

protocols   for   restaurant/food   industry.     
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● Familiarity  with  using  so�ware  programs  including  MS  Office,  G  Suite,  Shopify,  Salesforce              
and   QuickBooks.     

● Rigorous  and  detail  oriented  approach  with  excellent  communica�on  and  customer  service             
skills.   

● Bi-lingual   in   Spanish   preferred.   
● A   flexible   mindset   that   can   work   across   responsibili�es   as   needs   emerge   and   change   

  
Equal   Employment   Opportunity   

  
La  Cocina  is  an  equal  opportunity  employer.  We  celebrate  diversity  and  are  commi�ed  to                
crea�ng   an   inclusive   environment   for   all   employees.   
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