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Administrator
Job Description & Person Specification
Role: Administrator 
Hours: 16 hours per week 
Type: Fixed Term Contract – 12 months (continuation subject to funding)
Reports to: Operations Manager
Supports: Foodbank Director, Fundraising & Community Relations Lead, Frontline Services Lead
Role Purpose
To provide high‑quality administrative, volunteer coordination, and office management support to Stratford‑upon‑Avon Foodbank. The Administrator ensures smooth back‑office systems, accurate data handling, and effective volunteer engagement, enabling frontline and fundraising staff to focus on client support and strategic delivery.
This role is operational, detail‑focused, and essential to the day‑to‑day running of the Foodbank.
Key Responsibilities
1. Volunteer Coordination
· Support volunteer recruitment, onboarding, and induction.
· Maintain volunteer rotas and availability for warehouse and distribution sessions.
· Keep accurate volunteer records (training, safeguarding, contact details, hours).
· Support timely volunteer communications and updates.

2. Administration & Compliance
· Maintain Foodbank systems (such as DCS, Assemble, spreadsheets, monitoring tools).
· Maintain safeguarding training records for staff and volunteers.
· Ensure GDPR, health & safety, and compliance record‑keeping is up to date.
· Collate signposting/referral data to support grant monitoring.
· Prepare routine operational reports for the Operations Manager and Foodbank Director.


3. Operational & Facilities Support
· Support stock data entry, scheduling, and compliance paperwork.
· Provide administrative support for supermarket collections and food drives.
· Maintain facilities records (contractor bookings, maintenance logs, inspections).
· Support the Operations Manager with building‑related admin tasks.
· Provide general administrative support to the Foodbank Director and Frontline Services Lead.

4. Basic Fundraising Administration
· Process donation acknowledgements using templates.
· Support event logistics with volunteer coordination and basic admin.
· Maintain accurate donation and supporter records as directed by the Fundraising & Community Relations Lead.
Other Information
· Occasional evening/weekend support for events.
Additional Duties
Any other duties deemed appropriate by the Foodbank Director.












Person Specification
Essential
· Proven experience in administration within a busy, multi‑task environment.
· Ability to maintain accurate records, including safeguarding, GDPR‑sensitive data, and compliance documentation.
· Confident using Microsoft 365, spreadsheets, and databases; able to learn new systems such as DCS and Assemble quickly.
· Strong organisational skills with the ability to prioritise, plan, and manage competing deadlines.
· Clear, warm communication style suited to volunteers, staff, and external partners.
· Ability to work independently, take initiative, and flag issues proactively.
· Commitment to dignity, confidentiality, and inclusive practice.
Desirable
· Experience coordinating volunteers or managing rotas.
· Experience in charity, community, or public‑facing roles.
· Experience supporting compliance, monitoring, or reporting processes.
· Experience with facilities or contractor administration.
· Experience supporting events or fundraising activities.
Behaviours
· Accuracy and attention to detail, especially in recordkeeping.
· Calm and organised under pressure.
· Proactive communicator who keeps colleagues informed.
· Respectful and dignity‑focused in all interactions.
· Flexible and adaptable, willing to support different teams.
· Reliable and consistent, with a strong sense of responsibility.
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