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Job description for Burnage Foodbank Project Worker
Job title: Project Worker, Burnage Foodbank
Location: Burnage, Manchester
Contract: Fixed term for 12 months, with possible extension subject to funding.
Responsible to: The Project Worker will be appointed and employed by Burnage Foodbank Trustees and will be supervised and managed by the Project Manager or an appointed Trustee.
Purpose and objectives: To support the effective running of Burnage Foodbank which is affiliated to the Trussell network but can independently make its own operational decisions. The Project Worker will work alongside the Project Manager and volunteers of Burnage Foodbank to support emergency food provision to clients.
Main responsibilities: To ensure the foodbank sessions run smoothly and donations and collections of stock are handled appropriately, liaising with referral agencies and donors as directed and keeping accurate records relating to stock, vouchers and finances.
1. Drive the foodbank van to collect donations from supermarkets and other collection points and support delivery of food to the distribution centres.

2. Sort, date and weigh food at the warehouse and distribution centres, keeping accurate records of stock in/out and its source and ensuring shortage food is noted and requested on the website and from regular donors.

3. Help run the weekly foodbank sessions, currently on Tuesdays and Fridays, engaging with clients to make them feel welcome and working effectively with volunteers.

4. Complete administrative tasks relating to the foodbank sessions and the collection and distribution of stock, including updating the Data Collection System.

5. Answer enquiries about the foodbank and provide signposting support where appropriate – in person, on the telephone and by email.

6. Attend meetings including supervision and carry out other reasonable duties as agreed with the Project Manager and/or the Trustees.

7. Ensure health and safety, diversity and inclusion, safeguarding and data protection principles and standards are adhered to at all times.


Person Specification:  To join Burnage Foodbank as a Project Worker, you will need to demonstrate the following skills, knowledge and experience. In your letter of application please provide examples of previous volunteering or paid/unpaid work that clearly show how you meet these requirements: 
Essential:
· Strong team working skills, plus the ability to work independently
· Good written and verbal communication skills and the ability to adapt to be well understood by different audiences (which might include volunteer team members, referral agencies, corporate or individual donors and foodbank users)
· Organisational skills, including the ability to juggle competing priorities
· Experience of managing email, spreadsheets and other data packages
· Ability to lift and carry stock, including up and down stairs
· Willingness to work flexible hours and undertake occasional weekend work
· Clean driving licence and willingness to drive the foodbank van
· Eligibility to work in the UK
Desirable:
· Knowledge and experience of using social media platforms to build awareness and positive relations
· Lived experience of poverty and/or financial struggle for a period of time
· Experience of effectively signposting people to appropriate support.

Terms and Conditions
Normal working hours: 15 hours per week as agreed. This includes fixed core hours on Tuesdays (5 hours) and Fridays (4 hours); other hours to be mutually agreed, some of which might be able to be done from home. On an occasional basis there might be a need for some weekend or evening hours. These would be negotiated.
Salary: Hourly rate £13/hr. 
Annual leave: 28 days pro rata.
Expenses: All reasonable expenses will be reimbursed but must be authorised in advance by a Trustee.
Appointment: The successful candidate will be subject to a satisfactory enhanced DBS disclosure and two references.  Appointment will be subject to the satisfactory completion of a probationary period, initially of three months. 
Notice period: One week during probation rising to four weeks after this. 
Start date: As soon as possible, but ideally no later than 30 May 2025.
How to apply: Email your CV and a covering letter of application (no more than two sides of A4), highlighting how you meet the essential and desirable criteria.  Please provide details of two referees indicating how they are known to you (they should not be related to you). References will be taken up before appointment.  
Send to treasurer@burnage.foodbank.org.uk before midday on Friday 11th April 2025.  Interviews likely to take place during end April / early May 2025.
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