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Unit 5 Heron Square, Deans Industrial Estate, Livingston, West Lothian, EH54 8QY

Volunteer Distribution Centre Coordinator – Livingston North (Deans)

Responsible to:
The Foodbank Manager and the Kirk Session, Livingston Old Parish Church of Scotland.
Overview of the role: 
Manages the day to day operation of the Livingston North (Deans) Distribution Centre. 
Background:
The Livingston North Distribution Centre is operated by Livingston Old Parish Church of Scotland in partnership with the West Lothian Foodbank. The Centre is open each Tuesday at St Andrew’s Church Hall, Deans from 12.30pm-2.30pm and staffed by teams of volunteers on a rota basis, managed by the Centre Coordinator. 
The time commitment expected of the Centre Coordinator is around 5 hours per week.
Responsibilities and Duties
· Organise the volunteer rota.

· Ensure all operations at the Distribution Centre are carried out to a high standard and in accordance with the relevant policies and procedures of both the West Lothian Foodbank and Livingston Old Parish Church of Scotland.

· Support volunteers and keep them up to date with Foodbank initiatives and developments.

· Liaise with referral agencies in response to queries or issues arising from vouchers presented by clients at the Distribution Centre.
· Deal appropriately with difficult situations including clients exhibiting aggressive behavior or substance abuse.

· Develop and maintain suitable signposting resources to assist volunteers in pointing clients to other local agencies for further support.
· Ensure that the Distribution Centre is a safe space for all clients and volunteers by making sure that safeguarding procedures are understood and implemented, and client confidentiality is respected.
· Monitor stock levels at the Distribution Centre and liaise with the Volunteer Warehouse Manager to request re-supply of food and other items, as required.
· Ensure all redeemed vouchers and signed packing lists are handled appropriately, stored securely, and passed on timeously to the Foodbank administration team for entering onto the Foodbank database.

· Monitor health and safety at the Distribution Centre and report all accidents, incidents and “near misses” to both the Foodbank Manager and Kirk Session.
· Provide regular reports to both the Foodbank Manager and the Kirk Session on operations at the Livingston North Distribution Centre.
· Bring to the attention of the Foodbank Manager and the Kirk Session any concerns regarding the day-to-day operation of the Livingston North Distribution Centre.
· Refer any media enquiries to the Foodbank Manager without delay.

Person Specification

Essential 
· Ability to plan and organise operations at a Distribution Centre.
· Ability to supervise a team of volunteers.
· Ability to work as part of a team.
· Ability to handle difficult situations including conflict and aggression. 
· Good oral communication.
· Ability to work independently and unsupervised.
· Honesty and integrity.
· Empathy and ability to work with people from disadvantaged, marginalised, or socially excluded backgrounds.
Personal attributes
· Passionate about tackling poverty 

Desirable
· Completed Foodbank Induction training.
· Experience of Manual Handling assessments and techniques. 

· Completed Safeguarding training.
· Completed formal training in handling conflict and aggression.
West Lothian 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. 
For further information and express of interest for the role please contact 
Rev. Dr. Nelu Balaj, nbalaj@churchofscotland.org.uk or 07954436879. 
West Lothian Foodbank (SCIO) is registered in Scotland as 
a Scottish Charitable Incorporated Organisation (SCIO) No SC048112. 
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