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JOB DESCRIPTION:  Administrator and Volunteer Organiser
Post Title:

Administrator/Volunteer Organiser – ‘Feed People Not Waste’  

                                   Project
Where:


Canolfan Maerdy, New Road, Tairgwaith, SA18 1UP
Hours:


Initially 16 hours per week over 5 days 
Responsible To:
Operations Manager
Salary:


£9.00 per hour
Canolfan Maerdy is a community-owned, registered charity, which operates a busy community resource centre for all ages in the community.  Our core services comprise a children’s nursery, youth work, community food hub and café, courses and volunteering/work experience and apprenticeship opportunities.
We are looking for an enthusiastic, sociable and organised individual, with excellent interpersonal skills, to oversee the running of the community food hub and recruit, train and support volunteers to organise the collection and distribution of surplus food donated to us from local supermarkets.  Our new ‘Feed People Not Waste’ Project aims to encourage prevention, re-use, recovery and recycling of the surplus food which is redistributed free of charge to people and organisations in the local community. 
The post holder will also recruit and work with volunteers to set up a Community Food Cooperative, a composting project and, eventually, a mobile shop. Volunteers will be crucial to develop these elements of the project. 

The post holder will support senior management and Board members of Canolfan Maerdy to help sustain the project once the grant for the project finishes after an 18 month period. 
This post offers an opportunity to use your motivating and positive personality and organisational skills in a friendly, self-organised community environment.

To apply, please request an application pack, which should be completed along with a letter of application outlining how your experience meets the requirements of this post.  You can email or post this to:
Gillian Webber
Canolfan Maerdy
New Road, Tairgwaith, SA18 1UP
Email:  gill@canolfanmaerdy.co.uk
Telephone:  01269 826893

Closing date for applications is midday 21st May 2019
We will invite suitable applicants to meet with us for an interview on Friday 24th May, followed by a trial day to be arranged.  

If you do not hear from us, please assume that you have not been selected.

This post is for an initial 18-month contract with a three month probationary period.  The post holder will be required to have an enhanced DBS Check and we are looking for someone to start as soon as possible.
JOB DESCRIPTION
1. Food Hub

· Oversee the organisation of the food hub including developing and implementing protocols for the handling and distribution of the food
· Be responsible for stock control, stock rotation, dealing with surplus and reducing waste in the food hub
· Ensure the food hub is clean and organised

· Assist the project Cook/Nutritionist in the delivery of presentations and engage with the wider community to increase the understanding of:
· how to use the free food that is available to make nutritious and satisfying meals

· how to reduce food waste

· enabling waste to be seen as a resource

· Liaise with the beneficiaries
· Liaise with community groups, individuals and organisations to collect and distribute the food and organise rotas to ensure timely collection and delivery
· Ensure we remain within the food safety regulations
· Work with staff and volunteers within Canolfan Maerdy to develop the project to become self-supporting
2.        Publicity
· Be responsible for the publicity relating to the project and the food hub, including the use of social media and the website

· Be responsible for the publicity associated with events, presentations, cookery classes, the community composting scheme, the community garden and any other activities arising from the project

3.        Volunteer Organisation

· Over the course of the project, recruit, organise and support at least 18 volunteers to assist in the delivery of the project

· Ensure all volunteers have appropriate contracts and insurances which protect both them and the organisations involved

· Recruit and support volunteers wishing to develop a community composting scheme and a community garden

· Recruit and support volunteers wishing to develop a Food Cooperative

· Working with staff and volunteers in Canolfan Maerdy take forward the establishment of a mobile shop and distribution centre by the end of the project.
4.        Evaluation and Monitoring

· Evaluate and monitor the effectiveness of the project, gathering data from its inception and assisting in producing a final evaluation report

· Record the number of beneficiaries and referral points on a daily or weekly basis; assess the impact of the project and lessons learnt; partnerships created; sustainability and any other relevant information to inform the evaluation and monitoring process

· Report weekly to the Operations Manager and on a monthly basis to the CEO and Board of Canolfan Maerdy as required

Skills, qualities and experience required:

Essential 

· Excellent social and people skills

· Good communication skills – verbal and written
· Able to work on own initiative and to work with others collectively 

· Good organisational skills
· Reliable and a good time keeper

· Sound knowledge of the use social media and websites
· Knowledge of food safety 

· Understanding of the circumstances leading individuals and families to use a food bank

· Ability to use computer packages such as Microsoft Office
· Experience of working as a volunteer or with volunteers

· Ability to drive, use of own transport or ability to travel around the area
Desirable

· Ability to communicate through the medium of Welsh and English

· Knowledge and experience of marketing and publicity 

· Experience of community work
· Understanding of environmental and sustainability issues, especially around food

· Knowledge of the local community and community-organised action
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