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Foodbank Project ManagerJob Description

Responsible to: The trustees of Kings Lynn Foodbank
Responsible for: Central management and coordination of the foodbank project
Salary: £10.52 per hour
Working Pattern: Part-Time, 30 hours per week (Flexible but must be able to cover core hours. (core hours approx. 12-3pm Mon-Fri) 
Location: Kings Lynn (though travel within West Norfolk may be required) 
Temporary / permanent: Permanent
Holiday: 20 days per year plus bank holidays
Overall responsibility of the job: oversee the operation of Kings Lynn foodbank, with concern for its operational efficiency and standards in accordance with The Trussell Trust model.  In partnership with the steering group: guide the development of the foodbank project, including its material resources, financial assets, reputation, partnerships and volunteer body.
Specific responsibilities:
Reporting to Trustees

· Report to the charity’s trustees annually or at such special meetings as the trustees may call.
· Advise the trustees of exceptional events, such as complaints, major press contacts, accidents, external evaluations or risk to reputation.
Strategic development

· Call meetings of the steering group monthly, providing a report in advance.
Trussell Trust compliance

· Comply with the terms of the foodbank model, including standard operating procedures.
Communications

· Maintain a foodbank phone, Microsoft One drive and email account.
· Be the first point of contact for enquiries, responding on behalf of the foodbank with assistance from the Foodbank Administrator.
Foodbank centre(s) & Volunteers

· Oversee the foodbank centre(s) during core hours.
· Liaise with foodbank centre volunteer supervisors to monitor operational standards. 
Food store

· Visit the warehouse on a regular basis.
· Liaise with the warehouse co-ordinator to monitor operational efficiency.
· Supported the warehouse co-ordinator to monitor Health and Safety, ensuring compliance with statutory requirements and good practice.
Management Responsibilities

· The role has line manager responsibilities for both the Foodbank Administrator and the Foodbank Warehouse Coordinator.
Food supplies
· Liaise with the warehouse co-ordinator to monitor stocks levels, issuing appeals as necessary.
Data

· Be familiar with the on-line data system, monitoring the key data indicators.
· Support data volunteers to ensure regular and accurate data of stock and vouchers.
· Extract data for reports to the steering group or trustees.
Agencies

· Communicate with referral agencies in response to queries or issues.
Public Relations 
· Help prepare and issue newsletters to maintain engagement of supporters and partners.
· Help issue press releases as appropriate and respond to local press enquiries.
Finance

· Comply with the foodbank’s finance policy.
· Liaise with the steering group to identify resources for central purchase.
· Provide the volunteer treasurer with details of payments and receipts, and supporting documents, to enable proper accounting.
Quality Assurance

· Monitor the views of stakeholders.
· Undertake the annual Quality Assurance visit from The Trussell Trust.
Requirements: 
· Ability to manage and monitor the development of a project.
· Experience of managing people.
· Experience of working or volunteering in an organisation that deploys volunteers.
Key Skills:

· Good oral communication.
· Driver with clean licence.
· Confident user of email, word processing and internet.
· Ability to work independently and unsupervised.
· 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 tackling poverty. 

· A sound understanding of, and experience of engagement with, Churches and Christians of different denominations. 

Training
Induction training. 

IT training as required. 

H&S, Environmental Health & Manual Handling as appropriate. 

Child/Vulnerable adult protection. 

Food Hygiene as required.
Kings Lynn foodbank is a charity founded on Christian principles. Not every member of the volunteer team is a Christian, but we all subscribe to the same values and expect that new team members will too. 
