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Foodbank Operations Manager
_________________________________________

Salary: 	£28,000 – £31,500 depending on experience
Benefits: 	Contributory pension, Employee Assistance Programme  
Hours: 		37.5 hrs, Mon – Fri (Occasional evenings / weekends required) 
Holiday: 	22 Days plus Bank Holidays and Christmas shutdown.
Location: 	Hybrid with visits across the foodbank’s network in East Cambs and Fenland
Reports to: 	CEO
 
 ___________________________________________________________________________

Role Overview

The Foodbank Operations Manager is responsible for the operational management of Ely Foodbank’s service delivery, volunteer coordination, referral partner relationships, and administrative systems. The role ensures the smooth running of foodbank operations across multiple locations while maintaining high standards of client care, safeguarding, volunteer engagement, and organisational compliance.

This role combines practical operational leadership with strong administrative and systems management. The postholder will work closely with the CEO and wider team across all aspects of running a busy community based charity.

The ideal candidate will be highly organised, solutions focused, and able to work independently within a fast changing and developing organisation. They will demonstrate excellent attention to detail, strong interpersonal skills and a commitment to Ely Foodbank’s values, treating all clients, volunteers, and partners with dignity and respect.

Key Responsibilities

Foodbank Service Delivery and Operations
· Ensure all foodbank sessions provide a welcoming, safe, and positive experience for clients, including food provision, signposting, and support.
· Support Session Leads through regular communication, guidance, and visits to ensure consistency, best practice and operational standards across all locations.
· Manage incoming contact from clients, partners and referral agencies ensuring timely and professional responses.
· Ensure the foodbank remains focused on its core functions, including emergency food provision, client signposting, and funded support activities where appropriate.
· Monitor client attendance and activity using the foodbank data system and liaise appropriately with referral agencies and support organisations.
· Oversee volunteer rotas with relevant Leads and ensure volunteers are deployed effectively and fairly to maintain reliable staffing across all sessions.
· Ensure safeguarding procedures, health and safety standards, and client confidentiality are consistently understood and implemented.
· Act as Deputy Safeguarding Lead, supporting the CEO in reviewing concerns, coordinating responses, and encouraging effective safeguarding reporting.
Referral Partner / Citizens Advice Partnership Management 
· Support and maintain relationships with referral agencies across East Cambridgeshire and Fenland.
· Maintain regular contact with key referral partners to discuss trends, complex cases and opportunities for collaboration.
· Regularly review referral partner activity, proactively re-engaging inactive referral agencies and assessing their ongoing suitability within the referral network.
· Recruit and onboard new referral partners, ensuring appropriate training, guidance and system access.
· Act as a key point of contact for referral agencies, responding to enquiries, attending meetings, and strengthening partnership relationships.
· Act as the main operational contact for the Ely Foodbank and Citizens Advice Project.
· Oversee and coordinate project delivery, monitoring progress against objectives and outcomes.
· Manage the Monday.com workspace for the project, acting as the internal super user and supporting Citizens Advice staff, Ely Foodbank staff, and volunteers to use the system effectively.
· Work with the CEO to support quarterly reporting and annual project learning summaries.
Volunteer Recruitment and Community Engagement

· Develop and implement strategies to recruit and retain a diverse volunteer team.
· Conduct volunteer interviews, onboarding, inductions, and ongoing training.
· Provide ongoing support, supervision, and guidance to volunteers and Session Leads.
· Maintain accurate volunteer records using Monday.com and other internal systems.
· Foster a positive volunteer culture through regular communication, recognition, and engagement activities.
· Produce a monthly volunteer newsletter to share updates, information, and opportunities.
· Coordinate the annual volunteer celebration event.
· Build and maintain strong relationships with referral agencies, local partners (such as Citizens Advice, GPs, churches, schools) and community organisations to encourage support and resource sharing.
· Represent Ely Foodbank at networking meetings, community events, and seasonal campaigns including Harvest and Christmas initiatives.

Administrative and Systems Support

· Act as a first point of contact for phone calls, emails, and general enquiries, escalating issues where necessary.
· Coordinate calendars, appointments, meetings and administrative support where required.
· Maintain accurate records and data across organisational systems including Monday.com, Microsoft 365, DCS and Bright HR.
· Troubleshoot and resolve day to day user issues across internal systems.
· Support effective office administration and operational organisation.

Process Improvement and Reporting
· Work with the CEO to review and improve operational processes and procedures, ensuring alignment with Trussell Trust requirements and best practice.
· Produce reports, monitor operational data, and support continuous improvement initiatives.
· Support the management of relationships with stakeholders, contractors, and external partners, escalating concerns where appropriate.
· Contribute to strategic initiatives across the charity, including operations, IT, communications, fundraising, finance, and service delivery.

Person Specification

Skills and Experience: Essential 
· Understanding of safeguarding within a charity or community setting.
· Excellent organisational skills with the ability to manage competing priorities and see tasks through to completion.
· Experience coordinating or managing volunteers or teams.
· Ability to manage challenging situations calmly and professionally, including conflict or distressed individuals.
· Strong communication skills, both written and verbal, with excellent attention to detail.
· Ability to work independently and use initiative.
· Ability to travel across the Ely Foodbank network and work occasional evenings and weekends where required.
· Experience handling confidential information sensitively and appropriately.
· Strong IT literacy, including Microsoft 365 and the ability to quickly learn new systems.
· Ability to prioritise workloads effectively for both self and others.
· Ability to work collaboratively with a wide range of people in a professional and respectful manner.
· Awareness of relevant legislation including safeguarding, data protection, health and safety, employment, and charity compliance.
· Flexible and adaptable approach within a changing environment.

Other Skills and Experience: Desirable

· Experience analysing operational or service delivery data.
· Confidence using AI tools to support reporting, data analysis, and process development.
· Experience resolving operational problems independently.
· Previous experience working or volunteering within the charity sector.
· Experience using Monday.com or similar CRM and project management systems.
Key Behaviours
· Excellent communication and interpersonal skills.
· Being highly organised and dependable.
· Managing priorities effectively within a busy environment.
· Strong attention to detail and accuracy.
· Working confidently across multiple systems and processes.
· Reliability, discretion, and professionalism.
· A proactive and solutions focused approach.
· Strong customer service and relationship building.
· Flexibility and willingness to support the wider team where needed.
· Maintaining calm and professionalism under pressure.
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