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LAMMERMUIR LARDER GROUP
5B MITCHELL’S CLOSE, HADDINGTON.  EH41 3NB

FOOD INITIATIVE COORDINATOR
JOB DECSRIPTION AND PERSON SPECIFICATION


JOB DESCRIPTION

Responsible to: The Chair of the Lammermuir Larder Group

Responsible for: The day-to-day management and coordination of the Larder food initiative.

Salary:  £10,816 per annum paid on a consultancy basis monthly in arrears following the production of a suitable invoice to the Treasurer of the Lammermuir Larder. The coordinator will be responsible for their own tax and NI as per the conditions laid out in a separate document (appendix 1).

Hours:  Hours will be sixteen per week. Working hours will be Tuesday to Friday 9.00 a.m. to 1 p.m (negotiable). Hours can be adjusted to suit attendance at meetings. Where holidays have been booked, the coordinator will be able to make up for the hours lost by working more hours before this, or immediately after the holiday. This can be done by agreement from the Chair of the Board of the Lammermuir Larder.

Tenure:  This is a fixed 12 month contract funded by the National Lottery Community Fund.

OVERALL RESPONSIBILITY:  

Assist volunteers in the overall operation of the Lammermuir Larder ensuring standards and procedures are being met. Along with the Board, assist in the shaping of the development and future of the Lammermuir Larder Group. 
SPECIFIC RESPONSIBILITIES:
Reporting to the Board:
Have monthly meetings with the Chair of the Board – who will be your line manager.
Attend Board Meetings and produce a report for each Board meeting, these meetings may be in the evenings. This should be a summary of work carried out between each Board meeting.

Regular Meetings with the Advocacy Worker:
The Coordinator and the Advocacy Worker should meet up at least once a week on a chosen day, to work together on a strategy for the coming week.

Communications:
Be the initial point of contact for enquiries, responding on behalf of the Larder.
Prepare paperwork for food orders daily.
Follow up reviews on repeat food orders with the professionals who have made the referral.
Check correspondence daily to ensure emails have been answered in a timely manner.
Liaise with the volunteer team to monitor stock levels and to issue social media appeals when necessary.
Assist the volunteer team in the preparation of newsletters to maintain the support of supporters and partners.
Assist the volunteer team to issue press releases as appropriate and respond to local press enquiries.
Attend meetings with other professionals relating to food poverty, some of these meetings may be online or in the evening.

Data:

Maintain a database/s that complies with all GDPR regulations which contains all statistical information necessary to ensure the smooth running of the Larder.
Maintain a daily task register.
Extract data for reports for members of the Board, the Advocacy Worker and volunteers.

KEY PERFORMANCE INDICATORS:

Daily, accurate paperwork will be ready for the volunteers to enable them to efficiently make up food orders and deliver them.
Referrals will be dealt with daily, and people will receive their food orders within a 24 hour period either by delivery or collection, Monday to Friday. 
A complete, up to date, database will be available to provide the Board and the Advocacy Worker with information on user numbers etc.



PERSON SPECIFICIATION

Experience:

Experience of managing people.
Experience of working with volunteers.

Key Skills:

Ability to manage and monitor the development of a project.
Good verbal and written communication skills.
Confident key board skills with experience of working with databases and emails.
Ability to work independently and unsupervised.
Numerate and comfortable interpreting statistical and financial data.
Empathy and ability to work with people from disadvantaged, marginalised, or socially excluded backgrounds.
Good time management,
Good planning skills.

Personal Attributes:

Team player.
Excellent networking skills and contacts.
Honesty and integrity.
Passionate about finding a pathway out of food poverty.
Good sense of Humour.

Other Requirements:

Driver with clean licence.
DBS/PVG check
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