
 

 

Heart and Hand House, Inc. 
 

Aggregation Associate 
Barbour County Community Garden Market 

Philippi, WV 
 
This is a part-time, hourly position.  Total annual hours worked will be approximately 1,040, 
scheduled at approximately 20 hours per week or as required to meet program needs and subject 
to approval of the Executive Director. 
 
The Aggregation Associate will report directly to the Garden Market Manager and will support 
the market’s efforts to create additional sales opportunities for local farmers and increase use of 
locally grown produce by schools, institutions, businesses and individual consumers throughout 
the region. 
 
Responsibilities include:  

 Receiving produce from vendors, ensuring that it meets quality standards and is properly 
handled and stored until it is processed and/or delivered to the end user. 

 Processing and/or packaging produce utilizing standard operating procedures for food 
safety and best practices for safe handling of produce from delivery to distribution.   

 Delivering product from Aggregation Center to purchaser’s facility. 
 Implementing and maintaining a product inventory system, including product 

tracking/traceability controls. 
 Maintaining records for produce delivered to the Aggregation Center and 

purchase/delivery records to ensure accurate vendor payments and customer invoicing. 
 Training and supervising volunteers in Aggregation Center processes. 
 Encouraging other area food buyers to increase their purchases of local foods through the 

Aggregation Center and Community Garden Market. 
 Understanding and keeping up to date on food safety, food processing and food handling 

practices. 
 
 
Qualifications: 
 

 Good interpersonal skills; a team player with the ability to communicate with diverse 
personalities; tactful, mature and flexible; 

 Friendly, reliable, high energy level, comfortable performing multiple tasks; 
 Self-motivated and directed; works well within a rapidly changing environment; 
 Good reasoning abilities and sound judgment; 
 Working knowledge of computer software (Windows/Microsoft Office); 
 Must possess a valid driver’s license and be able to drive Heart and Hand vehicles, 

including a box truck (covered pickup truck);  
 Ability to lift and carry at least 50 pounds up and down stairs;  
 Have, or be willing to get, a food handler’s permit or equivalent certification. 
 Produce experience – handling, grading/assessing quality, pricing – is preferred. 


