
TRURO FOODBANK - JOB DESCRIPTION 
FOODBANK MANAGER 

 
Background 
 
Truro Foodbank seeks to end food poverty in the Truro area.  It provides compassionate, practical 
help through issuing three-day emergency food parcels to those referred to it, together with providing 
quality time and signposting to further help where needed.  It is part of the network of Trussell 
Foodbanks and operates in accordance with Trussell guidelines. 
 
Truro Foodbank is a charity founded on Christian principles.  Not every member of the volunteer team 
is a Christian, but all subscribe to the same values.  The Charity works closely with local churches that 
provide core support, together with the local community including businesses, supermarkets and the 
public, all of whom the Charity depends upon for its essential needs of food donations, finance and 
volunteering time.  It also works in collaboration with other charities and organisations, including a 
wide range of agencies that refer people to the Foodbank via a voucher system.   
 
It is not affiliated to any political party and is solely funded through donations and grants. 
In addition to the Foodbank Manager’s position there are two part-time staff and a large number of 
volunteers. 
 
Overview of Position 
 
The role of the Foodbank Manager is to oversee the operation of Truro Foodbank, with concern for its 
operational efficiency and standards in accordance with the Trussell franchise model.  This will 
include, in coordination with the Trustees, guiding the further development of the Foodbank including 
its resources, financial assets, reputation, partnerships and volunteer body. 
The Foodbank Manager is responsible to the Trustees of Truro Foodbank, reporting directly to the 
Chair of Trustees. 
 
Duties 
 
Staff and volunteers  
1. To line manage the part-time staff. 
2. To enable and ensure excellent coordination of and support for volunteers. 
3. Directly and indirectly to recruit and train new volunteers. 
4. To listen to and motivate staff and volunteers 
 
Reporting to trustees 
1. To report to the trustees verbally and in writing at trustees’ meetings which are normally, but not 

exclusively, held four times each year. 
2. To advise the trustees of exceptional events such as complaints, major press contacts, accidents, 

external evaluations or reputational risk. 
3. To assist good and open communications between trustees and the staff and volunteers. 
 
Strategic development 
4. In coordination with the Trustees, to shape, implement and review the strategic development plan 

for the Foodbank. 
 
Routine oversight 
5. To enable and ensure the efficient operation of food collection, storage and distribution.  
6. To ensure the levels of food stocks are monitored, and to issue appeals and ensure collections are 

arranged for more food when necessary. 



7. To ensure that everyone who comes to Truro Foodbank for help is treated with care and respect, 
including listening to their needs, signposting to further assistance and, a willingness, wherever 
appropriate, to offer prayer.    

8. As well as supporting others in this, to engage directly with Foodbank customers on those 
occasions when it may be required. 

9. To be present as regularly as necessary during opening hours to enable the above and to manage 
and support staff and volunteers. 

 
Compliance 
10. To ensure compliance with statutory requirements and best practice in accordance with food 

standards, health and safety, safeguarding and other policies of Truro Foodbank, and to assist the 
trustees in ensuring these policies are kept up to date.  

11. To liaise with Trussell, to develop a working knowledge of its guidance and resources and to 
comply with the terms of the Foodbank franchise, including standard operating procedures. 

12. To assist trustees with the Health Check conducted by Trussell. 
 
Administration 
13. To enable and ensure the efficient management of all administrative tasks and systems, including 

the on-line data system and monitoring of key indicators. 
14. To ensure regular recording and accurate data of stock and Foodbank vouchers. 
15. To extract data for reporting purposes to the trustees. 
 
Finance 
16. To comply with the Foodbank’s financial policy. 
17. To assist the Treasurer with setting and monitoring budgets and expenditure. 
18. To ensure the Treasurer is presented with details of payments and receipts and other supporting 

documents to enable proper accounting. 
 
Public relations and communications 
19. In coordination with trustees, staff and other volunteers, to be the outward face of the Foodbank, 

including collaboration and communication with churches, local businesses and organisations, 
supermarkets and food donors, working with them in order to maintain good relations and further 
develop the work of the Foodbank. 

20. Actively to assist in the fundraising and communications efforts of trustees and volunteers, 
including occasional public speaking and enabling and assisting volunteers with the production of 
newsletters and other communications. 

21. To uphold the Christian ethos of the Foodbank and to be able to explain to others how its work is 
founded in Christian belief. 

22. To ensure that the Foodbank phone, email, web-site and social media accounts are monitored and 
updated on a regular basis, and to ensure that all enquiries and other communications are handled 
efficiently. 

23. To ensure that all major donors of finance and food are thanked in a timely way. 
 
Other agencies 
24. To maintain regular communications with referral agencies, responding to queries or issues and 

ensuring they understand the referral system.  
25. To maintain and further develop good liaison with other relevant care agencies and other Cornish 

Foodbanks, both within and outside the Trussell network.  
 
Other 
26. To encourage and participate in prayer for the Foodbank and its customers, and other initiatives 

that are in accordance with the Christian ethos of the Charity, including input into the monthly 
prayer letter. 



Terms 
 
This is a permanent post.  It is subject to a six-month initial probationary period. 
 
The post is part-time, for 16 hours per week, with paid overtime to agreed limits.   
 
The post-holder should expect to work overtime at certain peak times, especially around harvest and 
during Advent.   
 
Hours may be worked flexibly according to the demands of the role.  They will usually but not always 
include Foodbank opening times which are currently: 

Mondays:  15:00 – 17:00  
Wednesdays: 10:00 – 12:00  
Fridays:  10:00 – 12:00  

These times are subject to any future changes. 
 
The Foodbank is based at Unit 15b, Threemilestone Industrial Estate, Threemilestone, Truro. TR4 
9LD. 
 
Salary range: £32,000 to £35,000 (full-time equivalent) dependent upon the level of skills and previous 
experience.  
 
Benefits: All paid staff are entitled to be part of the NEST pension scheme 
 
Holidays:  5.6 weeks per year (pro rata) of paid holiday plus public holidays. 

 


