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Stoke-on-Trent Foodbank Referral Co-ordinator 
Job Description
Job Title:
Referral Co-ordinator
Based at:

Stoke-on-Trent Foodbank office & home based
Salary:


TBC
Contract:

Fixed term contract 6 months (subject to funding)
Hours:


2 posts - 20 hours per week, which may be split.

Responsible to
Stoke-on-Trent Foodbank Operations Manager
Role outline: We are looking for someone with strong communication skills and the ability to 

work on your initiative so that you can hit the ground running. Although specific foodbank 

experience would be useful if you are aware of the foodbank referral system and have a 

proven track record of dealing with front line professionals across the city, and can show that 
you have a keen interest in our issues, that will be acceptable.

Though we do not expect you to be an expert in all aspects of the delivery of our service, you 
will need to show us how successful you have been in one or more areas. 
You will also need to be comfortable in effectively managing a database of referral agencies 

and being a great communicator. 

Main Duties
· To provide a welcoming and efficient response to foodbank callers seeking support via telephone and email, some of whom may be experiencing serious distress and anxiety related to Covid-19 and other life challenges. 
· To work effectively with our registered referral agency partners to ensure we are meeting the need of people in financial hardship and food poverty in a timely and                    non-judgemental manner. 
· Ensure that the operational guidelines in respect of client confidentiality and respect are strictly maintained. We are a faith-based organisation who actively show compassion and caring universally.
· To work flexibly and collaboratively across the Stoke on Trent foodbank team, respecting and supporting the role and contribution of all, while supporting each other wherever possible. 
· An appreciation of the challenges Covid-19 and low income present to society, particularly for those living through the challenges of financial hardship; homelessness; unemployment; curtailment/loss of business, and benefit delays will be critical to meeting the obligations and pressure of the role.
· Work with the wider team to develop client focus and feedback groups to evaluate the project.

· Engage in Stoke on Trent foodbank local initiatives and events to develop a wider appreciation and understanding of the foodbank concept across communities.

· Work within the requirements of the Trussell Trust in the delivery of the Foodbank.
Values

We value life-giving relationships and believe that they form the context in which our core values operate

	Integrity
	We value integrity which guides us in all our dealings both in public as well as in private.

	Generosity
	We value generosity as a way of life.

	Compassion
	We value compassion as Faith in Action, which finds its origins in the teachings of Jesus Christ.

	Humanity
	We value people as God’s treasured masterpieces and so we endeavor to treat them with dignity, respect, acceptance, and love.


Signed (Post holder)………………………………………………date………………………

Signed (Manager) ………………………………………………..date………………………

	Requirements


	Essential
	Desirable

	Skills / Experience / Knowledge
	An understanding of the issues relating to the beneficiaries of the Stoke-on-Trent Foodbank
	(
	

	
	Ability to plan, organise and manage a new and innovative project
	(
	

	
	Strong evidenced interpersonal skills and abilities to work with and motivate individuals and volunteers
	(
	

	
	Understanding and evidence the ability to work with vulnerable people
	(
	

	
	Developed networking, motivational and interpersonal skills
	(
	

	
	Developed organisational, administrative, and monitoring skills, accuracy and attention to detail
	(
	

	
	Excellent written and oral communications skills
	(
	

	
	Experience in maintaining relevant administrative records, providing statistical information, including keeping audit trails as necessary
	(
	

	
	Knowledge of the various agencies and partnerships which work within communities 
	
	(

	
	IT Skills: word-processing, spreadsheets, database, etc
	(
	

	
	Driver with a clean driving licence
	
	(

	Personal Qualities
	Agree and support the values of the Stoke-on-Trent Foodbank
	(
	

	
	Self-motivated and able to work under own initiative as well as within a team
	(
	

	
	Sensitive to, and able to respond appropriately to, the needs of people
	(
	

	
	Ability to motivate others, inspire change and encourage and facilitate participation and engagement
	(
	

	
	Ability to work under pressure and to deadlines
	(
	

	
	Willingness to work flexibly within a developing environment with a ‘can do’ attitude
	(
	

	
	Ability to lead and work as part of a team
	(
	

	
	Value and respect all the people who come into contact or work within the Stoke-on-Trent Foodbank
	(
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