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JOB DESCRIPTION 
 

 

Title Foodbank Deputy Manager 

Reporting to Foodbank Manager 

Hours 36 hours per week (Full time) 

Salary £28,088 pro rata 

Location 121a Peckham High Street 
 

 

Pecan is a highly respected and dynamic Christian charity. We have been working 

throughout Southwark for 30 years, helping people who face seemingly impassable barriers 

to find a way through, re-write their futures and flourish. Our strong staff and volunteer 

team work with the most vulnerable people to transform lives and communities. Our work 

is founded on our mission, vision and values, and we are committed to showing kindness, 

raising self-belief and inspiring hope for the future in the individuals we serve. 

 

When working for Pecan, you can expect to become a valued member of a diverse and 

supportive team. In addition to a place in our 30-year legacy, you will receive a generous 

holiday allowance, pension contribution and life assurance cover. You can also expect 

regular team meetings and social opportunities, and a variety of other benefits. 

 

 

Purpose of the post: 

 

The overall aim of Southwark Foodbank is to live out in a practical way Pecan’s goal of 

“Transforming lives through kindness, belief, hope” through supporting people in financial 

crisis. This work is carried out under a social franchise and with support from the Trussell 

Trust. 

 

The purpose of the post is to assist the Southwark Foodbank Manager in all operational 

aspects of running the Southwark Foodbank within the social franchise of the Trussell Trust.  
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Main Responsibilities: 

 

Coordinating a team of staff and volunteers and serving clients 

1. Assist the Foodbank Manager in supervising staff and volunteers in line with both the 

Trussell Trust and Pecan’s policies and procedures.   

2. Assist the Foodbank Manager with inductions into Southwark Foodbank for all 

volunteers and staff. 

3. Ensure all clients are treated with dignity and respect confidence. 

4. To train and coordinate volunteers to conduct wellbeing calls for clients after they 

have visited welcome centres 

5. Assist the Foodbank Manager to ensure best use of staff and volunteers. 

6. Ensure that all staff and volunteers work within the health and safety protocols for 

the project. 

7. Support the Foodbank Manager in the regular completion of risk assessments. 

8. Bring to the attention of the Foodbank Manager any concerns arising from any aspect 

of the running of the service. 

 

Co-ordinating Voucher Holders and managing the E-referral system 

1. Manage all areas of the E-referral system. 

2. Manage all enquiries regarding potential and existing referral agents 

3. Ensure client data is input in a timely manner to meet deadlines and GDPR protocols 

4. Liaise with the Trussell Trust over improvements and changes in the E-referral 

 system. 

5. Manage the database to ensure that referral agent contact details are up to date. 

6. Ensure regular communications and updates are shared with referral agents. 

7. Report to the Foodbank Manager any perceived abuses of the E-referral system. 

8. To take on small projects as needed to support clients i.e. Supporting clients over 

Christmas and other festivals. 

 

Facilitating the effective running of Foodbank Welcome Centre’s 

1. Liaise with Welcome Centre Coordinators to ensure compliance with Trussell Trust 

policies and procedures. 

2. Encourage and support volunteers at Foodbank Welcome Centre’s. 

3. Ensure up to date signposting is available in all centre’s 

4. Train volunteers and centre coordinators to provide information and signposting 
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5. Build relationship with agencies to enable them to deliver support from centre’s or 

for clients to access their services 

6. To regularly visit centres during sessions and to lead session where coordinators are 

not in place 

7. Ensure that all centres have up to date safeguarding and health and safety 

procedures in place 

 

General 

• Deputise for the project manager in their absence 

• To manage the generic foodbank email account 

• To support the Foodbank Manager to set up, maintain and review systems 

• Attend Pecan team meetings as and when required, where there will be prayer and 

worship.  

• Read the staff handbook, adhering to Pecan’s values and principles, which convey 

our Christian focus in all areas of work life  

• Set up and agree personal and professional development plans with your line 

manager  

• Perform all other duties required by the post in line with Pecan’s ethos and values 

statement, its commitment to Equality and Diversity policy, and its aim of serving the 

community in a caring and practical manner  

• In agreement with your line manager pursue a personal programme of learning and 

development in order to enhance skills and performance 

• In agreement with your line manager, undertake other relevant tasks as required 
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PERSON SPECIFICATION 

 
This specification will form the short-listing criteria. 

 

Knowledge, Skills and Experience (essential): 

• Experience of coordinating community projects  

• Knowledge of advice and support services for people in financial crisis 

• Understanding of how to support volunteers 

• Highly organised 

• Experience of and aptitude for teamwork 

• Good IT skills, with a working knowledge of MS Office applications 

 

Knowledge, Skills and Experience (desirable): 

• Experience in supervising volunteers 

• Experience of food security projects 

• Experience of and ability to work with people from a range of Christian denominations 

• Experience of delivering Health and Safety training 

• In possession of a current, clean driver’s licence 

 

Personal Qualities: 

• Commitment to the goals, ethos, values, and vision of Pecan, including a belief in the 

importance of all people of different backgrounds working together and respecting and 

valuing each other's contributions  

• Good communication skills both written and verbal  

• Strong interpersonal skills and the understanding to deal with vulnerable people 

• Flexible to work at different times and in different places across the borough, with the ability 

to organise work, take responsibility and work on own initiative  

• Ability to work well under pressure, working to deadlines, with good attention to detail 

• Resourceful and imaginative, bringing flexibility and creativity to the role 

• Have a good sense of humour 

• Ability to review the effectiveness of your actions and learn from your mistakes 

 

 

Pecan is an equal opportunities and disability-friendly employer. We guarantee to offer an interview 

to those with a disability who meet the minimum criteria. 

 

This post will require a DBS check to be undertaken. Having a criminal record will not necessarily 

disqualify you from acquiring the post. 

 


