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T 0151 355 7730
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	Job Role Description: Operations Coordinator


	This document is not a contract between either WCFB or the individual accepting this role. It is simply intended to clarify what is expected of the individual in this role and ensure that the individual has considered and is then willing, happy and able to undertake these responsibilities.


	1. Background	

Established in November 2012, West Cheshire Foodbank (WCFB) is part of the Trussell UK network of over 1000 Foodbanks, which provide food to people in crisis in their local areas. 


	2. Our Purpose is:

A. to provide relief to individuals and families in crisis in Chester, Ellesmere Port, Neston and surrounding areas, within Cheshire West, through the provision of emergency food supplies. 

B. to provide practical, mental and spiritual support either directly or by referral to approved partner agencies to enable individuals and families avoid future crises. 

C. to raise awareness of the causes of food poverty and to encourage both policy-makers and local people to take action.


	3. Overall responsibility

Operational responsibility for the day to day running of the warehouse and volunteers at this location.


	4. Specific Responsibilities

· Warehouse
· Ensure warehouse is a safe environment to work in ensuring compliance and good practice with regards to risk assessments, health and safety, pest control and cleanliness.
· Ensure food is stored appropriately.
· Supervise packing of boxes and order fulfilment.
· Ensure stock is recorded effectively, manage stock levels and stock rotation.
· Purchase food when necessary, ensuring cost effective choices.
· Maintain pattern of opening hours.
· Oversee the distribution of stock, including non core items
· Liaise with session leads regarding order fulfilment 

· Administration and Finance
· Deal with relevant incoming mail/email/telephone queries
· Deal with administration tasks around vehicles, equipment and property
· Manage the stock of the warehouse office.
· Manage cash/cheque donations in line with financial controls policy ensuring monies are banked in a timely manner
· Manage petty cash in line with financial controls policy
· Ensure prompt payment of receipts and expenses using online banking

· Foodbank Van
· Co-ordinate the collection of local donations
·  Co-ordinate the delivery of ‘picked’ boxes to distribution centres 
· Responsible for the general upkeep of the Foodbank van, including arranging repairs, servicing, insurance.

· Volunteers (warehouse and van)
· Co-ordinate volunteers ensuring that there is a workable warehouse/van rota in place delegating tasks as appropriate
· Provide pastoral support to volunteers and ensure a positive volunteer experience 
· Provide induction and oversee the work of the warehouse volunteers
· Ensure warehouse volunteers are adequately trained and aware of further opportunities
· Lead on co-ordinating corporate volunteers being the main point of contact for any enquiries

· Foodraising and Community Engagement

· Develop relationships with Supermarket Community Champions
· Lead on food drives and explore further opportunities for foodraising.
· Manage the collection points, improving our ability to raise food.


	
As Operations Coordinator you will also be expected to:

· Provide a regular point of contact with Trussell Trust for operational issues
· Liaise with other members of staff as required
· Act as a designated first aider
· Promote diversity and maintain an inclusive environment
· Embed lived experience voice in planning and organisational activities
· Undertake any other duties as determined from time to time including supporting other staff members.



	   4. Contract Type

Permanent Contract 



	




5. Location and Core Hours 

· Work base will be Unit 3/4 Stanney Mill Industrial Estate, Dutton Green, Chester CH2 4SA, but the postholder will also be required to work across the operational network and elsewhere as needed.
· Hours of work are 30 hours per week.  Core hours for the warehouse are 8.30am – 2.30pm Monday to Friday.  There is a requirement to ensure these hours are covered in the office and warehouse.  
· The Operations Co-ordinator may work flexibly to determine the most effective pattern for their work which will include online meetings, in agreement with the Foodbank Manager.


	6. Responsible for:

Warehouse and Foodbank Van Volunteers


	7. Supported and line managed by:

Foodbank Manager (line manager)
Trustees























WEST CHESHIRE FOODBANK JOB PERSON SPECIFICATION
	FOR THE POST OF OPERATIONS  CO-ORDINATOR

	Criteria
	Essential
	Desirable
	Assessed through*

	EXPERIENCE

	Previous experience of working or volunteering in the charity / voluntary sector
	
	X
	A.I

	Previous experience of building good working relationships with a diverse range of partners
	X
	
	A.I

	Previous experience of managing volunteers
	
	X
	A.I

	Previous experience of establishing and running distribution systems
	
	X
	A.I

	SKILLS

	Ability to plan time in a context of competing priorities with minimal supervision
	X
	
	A.I.R

	A high level of interpersonal and communications skills both written and verbal 
	X
	
	A.I.R

	High Level organizational skills
	X
	
	A,I,R

	Ability to use Microsoft Office 365 (Outlook, Word, Excel)
	X
	
	A.I

	Ability to build good working relationships with others 
	X
	
	A.I.R

	Ability to explain and delegate tasks clearly
	X
	
	A.I.R

	KNOWLEDGE

	An understanding of the Foodbank operation
	
	X
	A.I

	A working knowledge of Health and Safety and Data Protection requirements

	
	X
	A

	QUALIFICATIONS
	
	
	

	Hold a qualification in GCSE English and Math’s (or equivalent) 
	
	X
	A

	A full, UK driving licence and confident to drive van
	
	X
	

	PERSONAL ATTRIBUTES

	Passionate about tackling poverty and supportive of the foodbank vision and values
	X
	
	A.I

	Reliable and trustworthy
	X
	
	A.I.R

	Enthusiastic about the work of Foodbank and motivated to share that enthusiasm with others
	X
	
	A.I



A - Application 		*I - Interview 		*R - Reference
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