Humanitarian Relief Director Department
Organizational Structure, Staff & Job Descriptions
The Humanitarian Relief Director is responsible for planning, coordinating, and delivering humanitarian assistance to individuals, families, and communities served by UnityReach Global. This department oversees food distribution, clothing distribution, hygiene kits, emergency relief, clean water support, disaster response, and community care initiatives.
The Humanitarian Relief Director works closely with the Mission Director, Medical Director, Education Director, Logistics Director, Volunteer Director, and local community leaders to ensure aid is distributed fairly, efficiently, and with dignity.

Organizational Structure
Executive Director
        │
Mission Director
        │
Humanitarian Relief Director
        │
──────────────────────────────────────────────
Deputy Humanitarian Relief Director
Community Feeding Manager
Food Procurement & Warehouse Manager
Clothing Distribution Manager
Hygiene Kit Manager
School Supply Distribution Manager
Clean Water Program Manager
Emergency Relief Manager
Community Needs Assessment Manager
Distribution Operations Manager
Inventory & Warehouse Supervisor
Beneficiary Registration Manager
Volunteer Relief Coordinator
Community Relations Manager
Monitoring & Impact Evaluation Manager
Local Community Liaison
Administrative Assistant

1. Humanitarian Relief Director
Reports To: Mission Director
Position Summary
Provides strategic leadership for all humanitarian relief programs, ensuring that aid reaches communities efficiently, fairly, and responsibly while maintaining accountability and compassion.
Responsibilities
· Develop humanitarian response plans. 
· Supervise all humanitarian programs. 
· Coordinate with local leaders. 
· Oversee food, clothing, hygiene, and relief distributions. 
· Monitor budgets and inventory. 
· Ensure fair beneficiary selection. 
· Prepare impact reports. 
· Coordinate emergency responses. 
Daily Tasks
· Review distribution schedules. 
· Meet with department managers. 
· Inspect distribution sites. 
· Monitor inventory. 
· Resolve operational issues. 
· Prepare daily reports. 

2. Deputy Humanitarian Relief Director
Reports To: Humanitarian Relief Director
Responsibilities
· Assist with department leadership. 
· Coordinate field operations. 
· Supervise managers. 
· Prepare reports. 
· Act in the Director's absence. 

3. Community Feeding Manager
Responsibilities
· Plan community feeding events. 
· Estimate meal requirements. 
· Coordinate food preparation. 
· Supervise feeding volunteers. 
· Ensure food safety. 
· Monitor meal distribution. 

Community Feeding Supervisors
Responsibilities
· Manage serving stations. 
· Coordinate volunteers. 
· Monitor meal quality. 
· Maintain sanitation standards. 

Food Service Volunteers
Responsibilities
· Prepare meals. 
· Serve food. 
· Package meals. 
· Clean work areas. 
· Assist elderly and disabled beneficiaries. 

4. Food Procurement & Warehouse Manager
Responsibilities
· Purchase food supplies. 
· Coordinate donations. 
· Maintain warehouse inventory. 
· Monitor food quality. 
· Prevent spoilage. 
· Coordinate deliveries. 

Warehouse Staff
Responsibilities
· Receive deliveries. 
· Organize storage. 
· Prepare food shipments. 
· Maintain inventory. 

5. Clothing Distribution Manager
Responsibilities
· Coordinate clothing donations. 
· Sort clothing by size and type. 
· Organize distribution events. 
· Monitor inventory. 
· Ensure fair distribution. 

Clothing Distribution Volunteers
Responsibilities
· Organize clothing. 
· Assist beneficiaries. 
· Record distributions. 
· Maintain cleanliness. 

6. Hygiene Kit Manager
Responsibilities
· Assemble hygiene kits. 
· Coordinate donations. 
· Maintain inventory. 
· Organize distribution. 

Hygiene Kit Volunteers
Responsibilities
· Package kits. 
· Restock supplies. 
· Assist during distributions. 

7. School Supply Distribution Manager
Responsibilities
· Organize backpack distribution. 
· Coordinate educational materials. 
· Maintain inventory. 
· Work with Education Department. 

School Supply Volunteers
Responsibilities
· Prepare backpacks. 
· Organize supplies. 
· Record distributions. 
· Assist children and families. 

8. Clean Water Program Manager
Responsibilities
· Coordinate water well installation. 
· Manage water filtration projects. 
· Coordinate with engineers. 
· Conduct hygiene education. 
· Monitor water projects. 

Water Project Coordinators
Responsibilities
· Assist installation teams. 
· Conduct inspections. 
· Train community members. 
· Monitor maintenance. 

9. Emergency Relief Manager
Responsibilities
· Coordinate disaster response. 
· Prepare emergency supplies. 
· Develop response plans. 
· Coordinate rapid deployments. 
· Support crisis management. 

Emergency Response Teams
Responsibilities
· Deliver emergency aid. 
· Conduct rapid assessments. 
· Support affected families. 
· Coordinate emergency logistics. 

10. Community Needs Assessment Manager
Responsibilities
· Conduct community assessments. 
· Identify priority needs. 
· Develop beneficiary lists. 
· Coordinate surveys. 
· Prepare assessment reports. 

Assessment Officers
Responsibilities
· Visit communities. 
· Conduct interviews. 
· Gather data. 
· Verify needs. 

11. Distribution Operations Manager
Responsibilities
· Plan distribution events. 
· Coordinate volunteers. 
· Monitor distribution sites. 
· Ensure orderly operations. 
· Maintain accountability. 

Distribution Team Leaders
Responsibilities
· Manage distribution lines. 
· Supervise volunteers. 
· Record distributions. 
· Resolve issues. 

12. Inventory & Warehouse Supervisor
Responsibilities
· Track inventory. 
· Conduct stock counts. 
· Organize warehouse. 
· Monitor supplies. 
· Prepare inventory reports. 

Warehouse Assistants
Responsibilities
· Load and unload supplies. 
· Organize storage. 
· Maintain cleanliness. 
· Support logistics. 

13. Beneficiary Registration Manager
Responsibilities
· Register families. 
· Verify eligibility. 
· Maintain beneficiary records. 
· Protect confidential information. 
· Coordinate registration teams. 

Registration Staff
Responsibilities
· Register beneficiaries. 
· Verify documentation. 
· Update databases. 
· Prepare reports. 

14. Volunteer Relief Coordinator
Responsibilities
· Recruit relief volunteers. 
· Schedule assignments. 
· Conduct orientation. 
· Monitor attendance. 
· Support volunteers. 

15. Community Relations Manager
Responsibilities
· Coordinate with community leaders. 
· Organize meetings. 
· Resolve community concerns. 
· Promote community engagement. 

Community Outreach Officers
Responsibilities
· Visit families. 
· Communicate with local leaders. 
· Support outreach events. 

16. Monitoring & Impact Evaluation Manager
Responsibilities
· Measure program outcomes. 
· Track distribution statistics. 
· Prepare impact reports. 
· Recommend improvements. 
· Evaluate beneficiary satisfaction. 

17. Local Community Liaison
Responsibilities
· Coordinate with local churches. 
· Build relationships with civic leaders. 
· Support local partnerships. 
· Facilitate communication between UnityReach Global and community representatives. 

18. Administrative Assistant
Responsibilities
· Schedule meetings. 
· Maintain department records. 
· Prepare reports. 
· Coordinate correspondence. 
· Support department leadership. 

Humanitarian Relief Department KPIs
The Humanitarian Relief Department will measure success through:
· Number of families served. 
· Number of meals distributed. 
· Quantity of clothing distributed. 
· Hygiene kits distributed. 
· School supplies distributed. 
· Clean water projects completed. 
· Beneficiary satisfaction. 
· Inventory accuracy above 98%. 
· Distribution events completed on schedule. 
· Fair and transparent beneficiary selection. 
· Timely reporting to leadership and donors. 
· Strong collaboration with local community leaders. 

Recommended Humanitarian Relief Team (100–200 Volunteer Mission)
	Position
	Recommended Number

	Humanitarian Relief Director
	1

	Deputy Director
	1

	Community Feeding Manager
	1

	Feeding Supervisors
	4

	Food Service Volunteers
	20–25

	Food Procurement & Warehouse Manager
	1

	Warehouse Staff
	6–8

	Clothing Distribution Manager
	1

	Clothing Distribution Volunteers
	10–12

	Hygiene Kit Manager
	1

	Hygiene Kit Volunteers
	6

	School Supply Distribution Manager
	1

	School Supply Volunteers
	8

	Clean Water Program Manager
	1

	Water Project Coordinators
	4–6

	Emergency Relief Manager
	1

	Emergency Response Team
	8–10

	Community Needs Assessment Manager
	1

	Assessment Officers
	4

	Distribution Operations Manager
	1

	Distribution Team Leaders
	4

	Inventory & Warehouse Supervisor
	1

	Warehouse Assistants
	4

	Beneficiary Registration Manager
	1

	Registration Staff
	6

	Volunteer Relief Coordinator
	1

	Community Relations Manager
	1

	Community Outreach Officers
	4

	Monitoring & Impact Evaluation Manager
	1

	Local Community Liaison
	1

	Administrative Assistant
	1



Core Responsibilities
Before the Mission
· Conduct community needs assessments. 
· Coordinate donations and procurement. 
· Organize food, clothing, hygiene kits, and school supplies. 
· Recruit and train humanitarian volunteers. 
· Develop beneficiary registration procedures. 
· Plan distribution logistics. 
During the Mission
· Operate community feeding programs. 
· Distribute clothing, hygiene kits, and school supplies. 
· Coordinate clean water projects. 
· Support emergency humanitarian needs. 
· Maintain inventory and distribution records. 
· Work closely with local churches and community leaders. 
After the Mission
· Complete final distributions. 
· Evaluate program outcomes. 
· Prepare donor and impact reports. 
· Reconcile inventory. 
· Document lessons learned. 
· Develop recommendations for future missions. 
· Maintain communication with community partners for ongoing support. 
This structure creates a Humanitarian Relief Department of approximately 90–110 staff members and volunteers, capable of managing large-scale food assistance, clothing distribution, education support, clean water initiatives, emergency relief, and community outreach while ensuring transparency, efficiency, and compassionate service throughout the mission.

