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Details
Role: Referral Agency Administrator
Where: Cambridge City Foodbank Office space
Time commitment: 2 hours a week initially, flexibility with growing commitment 
When: As agreed by Operations Manager
Main contact: Operations Manager
Why we want you:An essential part of our foodbank system is working with support services that refer people to us for food. These support services (which we call Referral Agencies) issue households in crisis with vouchers to collect food from us. We would love to have someone support this process to ensure it is easy, efficient, and effective. This background work ensures our help reaches those struggling to afford the essentials.


What you will be doing:
· Adding new Referral Agencies for foodbank vouchers to the system.
· Inviting new agencies to trainings.
· Keeping a list of attendees and adding them to the system.
· Troubleshooting login issues.
· Sending support documents to Referral Agencies.
· Updating Referral Agencies with any changes to openings or operations.
· Working through the Referral Agencies that don't have voucher issuers.
· Comparing data.
· Supporting with checking the 'voucher count' report and picking up on issues.
· Helping build our support for Referral Agencies. (i.e., Keeping them updated with other options available)

Skills you will need:
· Ability to use the Data Collection system.
· Ability to work on one’s own initiative.
· Ability to engage and support others using people skills.
· Willingness to learn and follow instructions. 
· Understanding of how the foodbank works is ideal.
· A commitment to the vision, mission, and values of Cambridge City Foodbank.



Why volunteer with us
You can be a part of a small, friendly team while lending a helping hand. Volunteering is a fantastic way for you to be involved in your local community, and volunteers are at the heart of all that we do as a foodbank. The role of volunteers dedicating their time and skills to support people in crisis will continue to be critical as we work to fulfil our vision of seeing a UK without the need for food banks.
 Vision:Our Vision is for a UK without the need for foodbanks. Each day, we meet the need for emergency and affordable food, and tackle the causes of poverty, by harnessing the power of the community. We are an independent local charity and member of the Trussell Trust network.
We value dignity, justice, compassion, community and impact, in all that we do. We serve local people regardless of background, inspired by our Christian ethos and values.
As part of our commitment to inclusion, diversity and equity, we actively encourage applications from under-represented groups such as returning parents or carers who are re-entering work after a career break, people who are LGBT+, from Black, Asian and Minority Ethnic (BAME) backgrounds, with a disability, impairment, learning difference or long-term condition, with caring responsibilities, from different nations and regions and those with a lived experience of poverty as well as any other under-represented group in our workforce. We are committed to ensuring the safety and protection of our volunteers and employees from all forms of harm.


Support and personal development:
We will provide you with ongoing support and development opportunities. You will have a main contact at the foodbank, and we are happy to arrange a taster session for you to find out more about the role and the foodbank. 
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