 DUNDEE and ANGUS FOODBANK             
Foodbank Deputy Manager

Job Description
Responsible to: 


The Manager of Dundee and Angus Foodbank

Responsible for: 
Assisting with day-to-day management and development of the Dundee and Angus Foodbank

Supported and Supervised by: 
Dundee and Angus Foodbank Manager
1 Administration
Assist and deputise for the manager in the following areas:

a. Ensure that the office is accessible to all referring agencies, by telephone if necessary, with clear response times.

b. Overseeing of all distribution centres. 

c. In consultation with volunteers, ensure their adherence to a clearly displayed office Rota, ensuring consistent telephone coverage and the accessibility of the office to clients, distributors and donors between the hours of 10am and 4pm Monday to Friday.

d. Ensure all required Policies and Procedures are relevant, current and are being implemented.
e. Take responsibility for ensuring that sufficient stock are in store at all times to meet the level of demand.
f. Ensure that all required office resources are available, and well maintained. 

g. Ensure that the conditions of all grants received are met.
h. In the absence of the manager due to holidays, ensure procedures are in place to maintain the competent day-to-day running of the organisation together with clear information re a point of contact in case of emergency.

i. Maintain records in line with the requirements of the Trussell Trust Manual.

j. Organise the supply of food to distribution centres.

k. Handling and accounting for all petty cash and any financial donations.

2 Development

a. Assist the manager in consultation with Trustees, Volunteers, Referring Agencies and Clients, to draft a 3 year Development Plan.
b. Assist the Manager with the Implementation for the Development Plan.
3 Promotion and Marketing
a. Take responsibility for the marketing of the Dundee and Angus Foodbank through publicity drives, presentations to interested groups, social media etc.
b. Develop and maintain a database of interested groups/individuals.
c. Develop methods of keeping in touch, on a regular basis, with those people recorded on the database.
d. Ensure support and referral agencies are aware of the Aims and Objectives of the Dundee and Angus Foodbank and of how to access it.
4 Church and Faith Engagement
a. Link with local Churches to raise and maintain awareness of the work being carried out.
b. Take or assist in the delivery of Church services with regards to our work.
c. Be prepared to be involved in prayer meetings, church services and conferences etc.
d. Be prepared to offer prayer support to all staff, volunteers and service users if requested.
e. Help facilitate weekly team devotions.

5 Volunteers

a. Ensure all volunteers receive a proper induction and are aware of:-

i. the expectations of the organisation

ii. the relevant policies and procedures

b. Ensure all volunteers wear corporate clothing.

c. Provide regular support and supervision to all volunteers.
d. Discuss and arrange appropriate training opportunities for volunteers and maintain records of attendance.
e. Facilitate the arrangement of weekly team meetings that provide a forum for volunteers, employees and trustees to support and interact with one another and where project developments are announced.

f. Maintain records of volunteers for the purposes of administration – these should be considered confidential
6 Monitoring and Evaluation

a. Ensure all client records are maintained as per the relevant Policies and Procedures.
b. Use Trussell Trust forms to maintain a record of outcomes.
c. Where clients are willing, develop two case studies per annum to demonstrate the effectiveness of the provision.
d. Where volunteers are willing, develop two case studies per annum to demonstrate the benefits to volunteers of being a part of the Dundee and Angus Foodbank.
e. Produce reports as required by funders.

7 Personal and Professional Development

a. Meet regularly with manager for support and supervision.
b. Use the meetings to identify and agree development needs and to identify appropriate training within the budget agreed by the Trustees.
c. The above is not an exhaustive job list and there will be from time to time other responsibilities and duties as required by the Foodbank Manager.
