Assistant Foodbank Manager - Job Description
Responsible to: The Foodbank Manager and Trustees of Dunfermline Foodbank
Responsible for: Administration within the Foodbank and deputising for the Foodbank Manager of the Foodbank 
 
Salary: £15,766.40 per annum
Part-time: Part Time 20 hrs/week (Monday to Friday, with flexibility, could include evening work and some weekend work).
1 year fixed-term contract (with option to renew)
Overall responsibility for the job: assist the manager to oversee the successful operation of Dunfermline Foodbank, with concern for its operational efficiency and standards in accordance with the Trussell franchise model. Deputising for the Foodbank Manager as and when necessary.

Role: Dunfermline Foodbank is looking to recruit a flexible, hard-working individual who will complement our existing Foodbank team. You will possess excellent communication skills, both in person and on the telephone, work to a high standard and be keen to support the Foodbank Manager to develop services as the need arises.
The ideal candidate will have:
• experience of inter-agency networking
• a passion for social justice
• experience of working with volunteers
• good customer care skills
• experience of working with vulnerable people
• full driving license
Dunfermline Foodbank is legally obliged to ensure all its employees are legally entitled to work in the United Kingdom. All applicants are required to confirm their right to work in the UK in their application. If you are not a United Kingdom (UK), European Community (EC) or European Economic Area National please state the visa category under which you are legally entitled to work in the UK on your application form and the expiry date of your leave to remain in the UK

Specific responsibilities (plus other responsibilities as required):
Reporting to Foodbank Manager
· Bring to the attention of the Foodbank Manager any concerns regarding the day-to-day operation of Dunfermline Foodbank.
· Deal with day-to-day issues in the office: e.g. phone, emails and callers as and when needed.
· Liaise with the Administrator and the Foodbank Manager around any needs of the week.
· Work with the Foodbank Manager to develop new initiatives as and when required.
· Attend regular meetings with the Foodbank Manager
Trussell Trust compliance
· Comply with the terms of the Foodbank Franchise, including standard operating procedures.
Working with the Foodbank Manager and Foodbank volunteers
· Assist the manager to support the training of the volunteers to undertake responsibilities within the Foodbank, and to meet the legal requirements.
· Help out if needed within the Foodbank and satellite centres.
· Monitor volunteer operational standards.
· Monitor Health and Safety, ensuring compliance with statutory requirements and good practice, including risk assessments.
· Monitor stock levels, issuing appeals as necessary.
· Organise all food collections to ensure that sufficient stock is held and maintained to support current demand and future growth.
Communications
· Maintain a Foodbank phone and email account.
· Deliver presentations on the work of the Foodbank in schools and other interested groups.
· Be a point of contact for enquiries, responding on behalf of the foodbank with assistance from the administration assistant.
· Promote the Foodbank and its work within the local community and surrounding area
Support services that will help clients break the circle of poverty
· Where appropriate monitor and evaluate client needs beyond food
· Liaise with Distributing Agents and other service providers, working with them to provide services beyond food, and ensure duplication does not occur.

 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 Board of Trustees.
· Ensure that all completed referral vouchers and attached forms are handled discreetly, stored securely, and entered accurately on the data collection system.
Agencies
· Establish and maintain strong links with referral agencies 
· Communicate with referral agencies in response to queries or issues arising from vouchers presented by clients.
· Ensure signature sheets and information are up to date.
Public Relations 
· Assist with Dunfermline Foodbank’s social media if required.
· Refer local Press enquiries to the Foodbank Manager or to the Trustees.
· Represent Dunfermline Foodbank at local anti-poverty initiatives as and when required.
· Manage the use of collecting tins beyond the Foodbank.
· Host visits to the Foodbank by local organisations, schools and other interested parties 
Finance
· Comply with the food bank’s finance policy.
· Provide the trustee treasurer with details of payments and receipts, and supporting documents, to enable proper accounting, if required
 
Requirements: 
· Ability to lead and work as part of a team.
· Ability to be flexible and respond to demands.
· Ability to deal with the fluctuating demands of administration
· Experience of working or volunteering in an organisation that deploys volunteers
 
Key Skills:
· Good oral and written communication
· Driver with clean licence
· Good IT skills and social media awareness.
· 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
· Good awareness of GDPR
 
Personal attributes:
· Passionate about tackling poverty 
· Value all the people who come into contact or work with the Dunfermline Foodbank
· Good knowledge of Dunfermline and its communities
· Good understanding of a customer-focused environment, dealing with customer feedback and the ability to handle difficult customers 
 
Training
Induction training 
IT training as required 
H&S, Environmental Health & Manual Handling as appropriate 
Child/Vulnerable Adult Protection (PVG) 
Undertake continuous professional development
 
Send application form and CV to: 
Dunfermline Foodbank
Liberty Centre
Pitreavie Business Park
Dunfermline
KY11 8QS
Or email to: office@dunfermlinefoodbank.org



PERSON SPECIFICATION
ASSISTANT FOODBANK MANAGER – DUNFERMLINE FOODBANK
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Experience
	Experience of active delivery of community programmes.
 
Experience of coordination of others in the delivery of community programmes.
 
Knowledge and experience of community issues in Dunfermline specifically in the areas of inequality and disadvantage.
 
Evidence of team work, preferably management of teams.
 
Evidence of administrative experience.
 
Experience of data management 
	Volunteering experience
 
Fundraising experience
 
First Aid Certificate
 
Experience of working with a diverse range of people, and members of the public
	Application
References
Interviews

	Education, Qualification and Training
	Educated to Higher Grade or equivalent
 
Computer literate and experience of Microsoft Office packages
	Good understanding of the statutory and voluntary sectors.
 
Recent support of groups and volunteering.
 
 
	Application
Interview

	Skills, abilities and knowledge
	Able to lead a team, support a team and work on own initiative.
Well-developed IT experience.
Able to interpret data and produce reports to Trustees meetings.
Good personal management skills (including meeting deadlines, organising records/files, planning and time management).
Able to cope with pressure and meet tight deadlines.
Able to work to a high standard successfully reaching targets.
Focus on quality and continuous improvements 
 
 
	Experience of leading teams.
 
Able to create and innovate in a changing environment.
 
Able to manage risk.
 
 
	Application
Interview
References

	Interpersonal & Social Skills
	Experience of work with adults in the community, in particular vulnerable adults and families
 
Excellent written and oral communication skills at all levels, including social media
 
Able to maintain the strictest confidentiality when dealing with highly sensitive information 
	Understanding of professional roles, responsibilities and boundaries.
 
 
Experience of multi-agency working
	Application
Interview
Reference

	Health & Physical Attributes
	Able to travel throughout Dunfermline and Fife.
 
Ability to assist with manual handling
 
Willing to participate in all aspects of the work.
	 
	Fit for work declaration

	Other
	Understanding and acceptance of the Trussell Trust’s aims and ethos.
 
Special requirements: evening and weekend working may be required.  
 
Travel within Dunfermline, surrounding areas and out with is required.
 
Clean driving licence and access to own transport.
	 
	Application
Interview 


 



