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Foodbank Project Coordinator 
Job Description 
JOB DESCRIPTION – Self employed person- Service provider/ Coordinator
TITLE – Foodbank Coordinator

Responsible to: The trustees of Falkirk Foodbank
Responsible for: Central management and coordination of the foodbank activities
Remuneration for services: £22560 to be reviewed annually.
Part-time: 32 hours per week for 47 weeks of the year
Contract Period: 2 years with initial 6 months trial, possibility of extension pending funding.

Overall responsibility of the job to coordinate the operation of Falkirk Foodbank with concern for its operational efficiency and standards in accordance with the Trussell Trust franchise model. In partnership with the Trustees, guide the progress and development of the foodbank, including its material resources, financial assets, reputation, partnerships and volunteers.

Specific responsibilities:
Reporting to Trustees
· Report to the charity’s trustees at agreed regular meetings and any additional special meetings as required. 
· Advise the trustees of exceptional events, such as complaints, major press contacts, accidents, external evaluations or risk to reputation.  
Strategic development
· In conjunction with the Chairperson of the Board of Trustees provide a report and a previously agreed agenda prior to meetings.
Trussell Trust compliance
· Comply with the terms of the foodbank franchise, including standard operating procedures
Communications
· Manage foodbank phones and email accounts.
· Respond to enquiries on behalf of the foodbank, supported by volunteer administrative assistants who are fully conversant with the required procedures.
Foodbank centre & Volunteers
· Be regularly on site to monitor and assist volunteers.
· Liaise with team leaders and volunteers daily to monitor operational standards and efficiency.

Foodbank Premises
· Support and monitor team and volunteers in implementing Health and Safety, ensuring compliance with Statutory requirements and good practice. 

Food supplies
· Liaise with the volunteer team leaders 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 trustees.
· With the support of volunteer administrators, establish and maintain an accurate record of volunteers.
Agencies
· Communicate with referral agencies and respond to procedural queries.
Public Relations 
· Prepare and issue a monthly newsletter to maintain engagement with volunteers, supporters and partners.
· In conjunction with the Chairperson of Trustees issue press releases as appropriate and respond to local press enquiries.
Finance
· Comply with the foodbank’s finance policy and procedures.
· Liaise with the Board of Trustees to identify resources for central purchase and timeously make the purchases.
· Promptly provide the volunteer treasurer with details of payments and receipts, and supporting documents, to enable accurate accounting.
Quality Assurance
· Monitor the views of stakeholders
· In conjunction with the Chairperson of the Trustees, undertake the annual Quality Assurance visit from The Trussell Trust.
· Share the written  Quality assurance report with the Board of Trustees.

Internal Communications
· Attend Trustee meetings in ex-officio capacity as requested.
· Liase daily with volunteer team leaders.
· With the assistance of Trustees, establish, maintain and update Notice Boards with relevant information, including Policy and Procedural amendments and weekly general data to keep volunteers well informed.
· 
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