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Job Description
	Job title
	Coordinator

	Hours
	35 hours per week

	Working Pattern
	Monday to Friday       9:00 am to 5:00 pm

	Location
	Office based – 9 & 12 Church Street, Haddington

	Salary
	£32,000 per annum

	Reporting to
	Board of Trustees

	Direct Reports
	Advocacy Worker
Admin Assistant



ORGANISATION OVERVIEW
The Lammermuir Larder Group is a local community food initiative based in Haddington, East Lothian. Established in 2021, our goal is to build a more resilient community through addressing the inequalities in our local area. Originally a constituted group, we became a Scottish Incorporated Charitable Organisation in May 2025.
Our emergency food initiative together with our advocacy and advice service are a lifeline for people in crisis, providing a holistic approach to support those in challenging situations. By addressing the root causes of food insecurity and providing tailored support, we help individuals and families get back on their feet and build a more sustainable future.
As an organisation we’re committed to reducing the inequalities in our community, and new projects we introduce underscore this. Later this year we're launching our Let's Cook initiative and in June we launched our Community Shop, designed to support those on low incomes helping them to stretch their food budgets whilst at the same time alleviating food waste.
We couldn't do what we do without our team of dedicated volunteers. They bring a huge amount of life experience and skills to the Larder ensuring our clients are always treated with dignity and respect. 


ROLE OUTLINE & PURPOSE
The Coordinator is accountable to the Board of Trustees for the overall operational performance of the Lammermuir Larder Group. You will lead the team of staff and volunteers and ensure that the immediate needs of our clients are met in a positive and respectful way. 
The Coordinator is responsible for the day-to-day operation of the Lammermuir Larder Group, and for the management and delivery of our emergency food provision. This is a pivotal role ensuring the continued smooth running of our charitable organisation.
You will lead and direct our emergency food provision volunteers fostering a positive workplace culture and the delivery of a high-quality and compassionate service to our clients.
The Coordinator will contribute to the Lammermuir Larder Group’s Strategic Plan, developed by the Board of Trustees, ensuring that the plan is effectively implemented.

KEY RESPONSIBILITIES OF THE ROLE
Leadership
· Responsible for ensuring that all staff and volunteers understand and comply with the governance framework set out by the Board of Trustees and with all policies, procedures and statutory requirements.
· Prepare a performance report for the Trustees before each Board meeting. Attend each Board meeting and ensure Trustees are advised of matters for their information and action in a timely manner.
· Line management of the Advocacy Worker and Admin Assistant.
Working with Partners
· Continue to build and expand on the partnership working already formed with statutory and other local voluntary organisations through regular contact and meetings.
· Attend meetings relating to food poverty with other professionals. Some of these meetings may be held in the evening.
· Identify and develop new partnership opportunities.
Emergency Food Provision
· Respond in a timely manner to all queries and requests for help received from referral agencies via email or over the telephone.
· Review repeat requests with the professional making the referral.
· Prepare paperwork for food orders and provide picking lists and delivery information to the volunteers involved in emergency food distribution.
· Ensure food stock is maintained and replenished as necessary. Liaise with the volunteer team to monitor stock levels and issue appeals for donations as required.
· Promote teamwork and a collaborative environment to ensure that our volunteers’ experience is rewarding and fulfilling.
· Liaise regularly with current and potential donors, active and potential new referral agencies, and drop-in callers donating food or other items.
Administration
· Direct, manage and work closely with the Admin Assistant.
· Identify all resources necessary to ensure the smooth and effective delivery of services to our clients.
· Undertake facilities management of the Larder, putting in place appropriate systems to allow full functionality and safe working practices.
· Ensure up to date risk assessments are maintained for staff and volunteers.
· Act as the main point of contact with Estates Department at East Lothian Council.
Managing the volunteer team
· Responsible for the day-to-day management of volunteers.
· Have regular one to ones with volunteers to ensure their expectations are being met. 
· Provide frequent volunteer communications to keep everyone well informed.
· Ensure volunteers follow all policies and procedures and meet prescribed standards.
· Be the first point of contact in the event of a volunteer grievance. Should the grievance not be settled informally, ensure the formal grievance policy is followed.
Reporting to the Board:
· Attend Board Meetings and provide a summary of work carried out between each one. These meetings may be held in the evening

Quality Assurance
· Assess the impact and effectiveness of initiatives and operations through data analysis.
· Comply with specific financial delegations set by the Board of Trustees.
· Ensure legal compliance with statutory regulations.

PERSON SPECIFICATION
Experience / Key Skills
· Experience of strategy development and implementation
· Experience of leading projects including both paid staff and volunteers
· Strong team leadership and line management skills with the ability to motivate, empower and inspire others
· Strong analytical skills with the ability to interpret complex information and data
· Excellent communication skills (verbal, written, and electronic communications)
· Experience of working in the Third Sector and with volunteers

Behaviours and Personal Attributes
· Strong affinity with the ethos and aims of the Lammermuir Larder Group
· Highly developed interpersonal skills and empathy
· Understanding of the complexities of managing volunteers
· Ability to effectively identify opportunities and implement change
· Positivity and a can-do approach
· Honesty, integrity and discretion in handling confidential and sensitive matters
· Good sense of humour

Other Requirements
· Protecting Vulnerable Groups (PVG) Scheme check
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The Lammermuir Larder Group is a Scottish Charitable Incorporated Organisation (SCIO)
regulated by the Scottish Charity Regulator (OSCR), Scottish Charity number: SCO54258
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