
 
 
 

 
 

 
 

Payee Representative 
 
 
Overview 
 
The Freestore Foodbank is hiring!  We have an immediate opening for a Payee Representative. This is a full-time position 
with competitive benefits and a robust health and wellness program 
 
Key Responsibilities  
 
Candidate will provide the supportive services to stabilize lives for disabled consumers, homeless persons, children and 
substance abusers.  This person will be responsible for creating monthly pre-budget and issue checks for clients. Develop 
spend down plans to insure continuation of SSI/Medicaid benefits. Maintain direct contact with outside agencies and 
services to assist with community resources. Maintain and monitors all relevant client correspondence from Social 
Security and other relevant agencies; files all necessary social security forms and make notes of all client contacts in a 
data base system. 
  
Minimum Qualifications  
 

 Associate or Bachelor’s Degree in Social/Human Services Field or equivalent experience with 1 to 2 year social 
service experience; a LSW is preferred.  

 Experience developing case work plans and working with people with disabilities and the mental health 
population.   

 Experience providing intake and basic clientele assessments, provide direction and resources. Able to exercise 
sound judgment and problem solve a variety of situations.   

 Experience in data entry and is proficient in all Microsoft software (Outlook, Word, Excel). Able to learn the 
Freestore Foodbank’s data system.  

 Able to work cooperatively to achieve department, division, and agency goals and objectives.   

 Good oral and written communication skills; good interpersonal skills requiring judgment and tact to 
communicate effectively with clients demonstrating a range of emotional behaviors.   

 Knowledge of basic concepts; ability to problem solve. 
 
Company Information  
 
Freestore Foodbank is one of Ohio’s largest food banks. We distribute 20 million meals annually through a network of 
about 250 community partner agencies serving 20 counties in Ohio, Kentucky and Indiana. Our mission is to provide food 
and services, create stability, and further self-reliance for people in crisis.  
 
To apply, e-mail your information and salary requirement to apply@freestorefoodbank.org or go to 
http://freestorefoodbank.org/about/bios/careers/ and fill out an application online.  
 
NO PHONE CALLS PLEASE  
 
 

An Equal Opportunity Employer 
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