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Foodbank Office and Warehouse Co-ordinator
Job Description
Responsible to: The Foodbank Project Manager
Responsible for: Co-ordinating the operation of the foodbank warehouse and office
Salary: £9.50 per hour 
Part-time post:16 hours/week (flexible) across Monday -Wednesday
12 month initial contract (may be extended dependent on funding)
Overall responsibility of the job: to co-ordinate the day to day running of the foodbank office and warehouse, assisting the foodbank manager to ensure operations are run smoothly and efficiently. 

Specific responsibilities:

Foodbank office
· Co-ordinate the day to day running of the office

· Maintain a foodbank phone and email account

· Assist the foodbank manager in responding to enquiries on behalf of the foodbank
· Assist the foodbank manager in general administrative tasks

· Assist the foodbank manager in planning volunteer training, and maintaining volunteer records
Communications
· Maintain a Facebook and Twitter account, with regular posts in consultation with the foodbank manager

· Ensure foodbank website is kept up to date

· Produce and distribute a regular e-newsletter to maintain engagement of supporters and partners
· Co-ordinate donor support including thank you letters, certificates and other communication
· Assist with co-ordinating fundraising activities and developing new methods of fundraising 

· Co-ordinate and develop documentation about Trussell Trust processes 

· Co-ordinate regular communication with foodbank centres 

Data
· Be familiar with the on-line data system, monitoring the key data indicators

· Support volunteers to ensure regular and accurate data of stock and vouchers
· Ensure foodbank data and records are kept up to date
· Extract data for reports to the trustees and Middlesbrough Council
Agencies
· Assist the foodbank manager in responding to requests and enquires from agencies 

· Co-ordinate the distribution of vouchers as directed by the foodbank manager
Foodbank warehouse

· Assist with the day-today running of the foodbank warehouse
· Oversee liaising with foodbank centres and the resupply of food and other provisions to centre as required
· Support the warehouse volunteer team, and report concerns to foodbank manager

· Assist the foodbank manager to monitor Health and Safety, ensuring compliance with statutory requirements, Trussell Trust requirements and recommendations and good practice
· Assist the foodbank manager to monitor stocks levels, undertake an annual stock-take (as per Trussell Trust requirements ) and issue appeals as necessary
· Meet and greet donors and visitors to the warehouse

Quality Assurance

· Assist the foodbank manager with the annual Quality Assurance visit from The Trussell Trust

Trussell Trust compliance

· Comply with the terms of the foodbank franchise, including standard operating procedures
· Maintain good working relationships with Trussell Trust regional staff
Requirements: 

· Ability to co-ordinate office and warehouse operations efficiently 
· Experience of working or volunteering in an organisation that deploys volunteers

· Able to have a clear Enhanced Disclosure from DBS if required
Key Skills:

· Good oral communication

· Confident user of email, word processing and internet

· Ability to work independently and as part of a team
· Numerate and comfortable interpreting statistical data

· Honesty and integrity

· Empathy and ability to work with people from disadvantaged, marginalised, or socially excluded backgrounds

Personal attributes:
· Passionate about addressing poverty, able to demonstrate care and compassion
· A motivated person who is able to take initiative and demonstrate commitment

Training provided
Induction training 

IT training as required 

H&S, Environmental Health & Manual Handling as appropriate 

Child/Vulnerable adult protection 

Food Hygiene as required
Middlesbrough foodbank is a charity founded on Christian principles. It is important that all staff and volunteers respect the Christian ethos of the project.
