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                             Foodbank Manager Job Description

Responsible to: The Chair of Trustees 
Responsible for: Foodbank Administrator, Financial Inclusion Project Signposting Coordinator and Foodbank volunteers.
Salary:   £30k - £35k per annum
Full-time / part-time: Full time
Temporary / permanent: Permanent

Overall responsibility of the job: To lead and manage the day-to-day operations of Bridgend Foodbank, ensuring the effective delivery of emergency food support to individuals and families in crisis. The Foodbank Manager will oversee a team of staff and volunteers, manage suppliers, stock and logistics, and work collaboratively with supporters, internal teams, referral agencies and support services to provide holistic, person-centred support.
Specific responsibilities:
Clients
Ensure that each of the Foodbank Distribution Centres give all clients a warm welcome; that clients are listened to and that they are given the designated amount of food together with any other assistance, (eg signposting), as appropriate.
Develop the client signposting service and monitor its effectiveness.
Lead the Foodbank`s response on implementing client related projects such as financial inclusion. 
Keep under review the number of vouchers issued to clients and ensure that the Foodbank`s policy is followed.
Monitor the views of stakeholders about the quality of the Foodbank`s service and make recommendations to the Trustees on improvements.
Respond to clients’ complaints ensuring that the Foodbank Complaints Policy and Procedure is adhered to.

Governance

Ensure that policies and procedures are kept up to date and are complied with.
Ensure that the Foodbank’s finance policies and procedures are complied with.
Meet on a monthly basis with the Chair of Trustees. 
Prepare a quarterly report for Trustees on Client and Foodbank Distribution Centre Activity.
Organise and attend Trustee Meetings and maintain an accurate record of proceedings.
Organise and support Trustee Visits to the Foodbank Distribution Centres.
Organise and attend the Bridgend Foodbank Annual General Meeting.
Every 3 months organise and chair meetings with the Distribution Centre Team Leaders.
Work with the Chair on the development of an annual Operational Plan for consideration by the Trustees.
Review the weekly Trussell news bulletin, and implement any actions as necessary.
Facilitate the annual Quality Assurance visit from Trussell.

Foodbank Distribution Centres & Volunteers

Fulfill the role of designated Team Leader for Bridgend Distribution Centre.
Visit all of the Foodbank Distribution Centres on a regular basis to ensure compliance with operational policies and procedures. 
Ensure that the Foodbank Distribution Centres are a safe space for volunteers, that safeguarding procedures are understood and implemented, and client confidentiality respected.
Organise training for volunteers as and when required.
Ensure Health and Safety risk assessments are kept up to date at all places of work including the warehouse.

Food supplies and distribution
Liaise with the warehouse Team Leader to monitor stocks levels, issuing appeals for food as necessary via social media
Organise supermarket food collections to take place as and when required.
For a temporary period, cover as Team Leader in the warehouse on a Monday morning.
In conjunction with the warehouse Team Leader, monitor the quantity of food issued to Foodbank Distribution Centres and ensure that the quantity requested and issued is consistent with client demand.

Data Management

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.
Ensure that the Foodbank complies with Data Protection legislation.

Stakeholder Management
At least once a year convene a meeting with the top ten voucher issuers to review the operation of the client voucher referral process. 
Work in partnership with local Trussell managers.
Attend South East Wales Foodbank Managers’ meetings. 
Liaise with voucher distributors and/or external agencies in response to queries or issues.
Represent the Foodbank at meetings of the Bridgend Food Poverty Network and support its work as appropriate.
Liaise with supermarket Community Champions, schools and other organisations as appropriate, giving presentations on the charity`s work and attending community days as required.
Liaise with external funding organisations and apply for grants as appropriate.

Communications and Public Relations

Be one of the first points of contact for enquiries, responding on behalf of the foodbank with assistance from the Foodbank Administrator.
Use social media e.g. Twitter/Facebook to publicise the Foodbank`s activities, food shortages and volunteer vacancies.
Ensure that the Foodbank`s website is kept up to date.
Ensure that volunteers receive regular updates on the Foodbank`s work including the key objectives set out in the Operational Plan.

Key Skills:
Good oral communication and listening skills
Driver with clean licence
Confident user of email, word processing and internet
Ability to manage volunteers with confidence.
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

Personal attributes:
Passionate about tackling poverty 

Bridgend foodbank is a charity founded on Christian principles. Not every member of the team is a Christian, but we all subscribe to the same values and hope that new team members will too. 
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