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Job Description: Surplus Food Hub Operations Manager

	Hours per Week:
	35 hours

	Salary:
	£36,000 plus 5% pension contribution 

	Contract:  
	Fixed term until March 2027  (with possible extension) 

	Annual Leave:
	27 days per year plus Bank Holidays 

	Reporting to: 
	Deputy CEO of KVA




Kingston Voluntary Action (KVA) is a long-established and well-respected infrastructure support organisation for the voluntary and community sector in the Royal Borough of Kingston. We are an expanding infrastructure organisation with an ambitious team and a great working culture. 
KVA are establishing a local surplus food distribution hub (Surplus Food Hub) which will bridge the gap between food waste and food poverty locally. The main function of the Kingston Surplus Food Hub will be to source, coordinate and distribute surplus food to our amazing food aid organisations in the borough, ensuring they can provide sufficient, safe and nutritious food to their users. We will implement and deliver the Surplus to Supper model into Kingston as per licencing agreements. 
The Surplus Hub will have 3 key aims: 
1. Food Distribution. this will be scaled over time, with the aim of sourcing, collecting and donating up to 10 tons of food per week and redistributing to foodbanks, community groups, schools, care homes, shelters, faith and belief organisations and more. 
2. Surplus Hub Kitchen. At the Surplus Hub, a Surplus Kitchen will be run by a professional chef, cooking surplus food into nutritious meals for our communities who are vulnerable. 
3. Surplus Hub Market and Events. We will provide catering utilising good quality surplus food for local events and run a community market. 
Job Overview:
The Surplus Food Hub Operations Manager will be responsible for establishing and overseeing the daily operations, project management, and cultivation of supplier relationships and partnerships for the Kingston Surplus Food Hub. The role includes managing the supply chain, coordinating food distribution, fostering relationships with stakeholders, and ensuring the hub’s sustainability. Additionally, the Operations Manager will lead the team, which includes a chef and a large volunteer workforce, manage inventory and documentation, uphold food hygiene standards, and oversee budgets including developing a sustainable income model.

Main duties and responsibilities: 
Successfully set up, manage and deliver the day to day operations of the Surplus Hub, including stock rotation, systems, and processes in line with food hygiene quality standards and internal policies and procedures 
Project Management: 
· Manage and deliver the day-to-day activities including:
· Food hub site management, implementing health and safety and security procedures including establishing and monitor the food-hub risk assessment procedures to ensure a safe and efficient operation.
· Stock management – using excel and in house systems to track and monitor stocks and movement of produce and ensure quality of goods.
· Supply/demand forecasting – looking at trends and future expectations to ensure correct produce is in stock and wastage is minimised.
· Customer management, ensuring that customers receive the support they require and appropriate items every week.
· Administrative duties, equipment ordering and managing budgets

· Establish data collection procedures with food providers and wider community organisations. Analyse data to inform purchasing / food identification trends.
· Develop the sustainability of the Surplus Hub by developing the Surplus Hub kitchen and Market and events elements to develop revenue streams.
· Liaise with ‘Surplus to supper’ and Places Leisure to ensure all licencing and agreement requirements are being met. 

Supply Chain Management and distribution: 
· Maintain and expand supply chain management strategies to ensure food demand is met with the appropriate supply.
· Develop partnerships and lead communications with local and national businesses such as City Harvest and Fareshare to establish surplus supply lines and map available local surplus in coordination with Good Food Group (GFG) members. 
· Collaborate with Kingston local food growers, and allotments to attain surplus food 
· Set up effective distribution to GFG partners and establish partnerships with local organisations and businesses. 
Team Management: 
· Line manage the Surplus Hub chef and recruit and lead the volunteer/staff team, encouraging effective communication and fostering a positive team spirit.
· Identify volunteer opportunities at the hub to expand impact of the service

Monitoring  and Evaluation: 
· Lead on the compilation of weekly monitoring and regular management reports and attend meetings in accordance with agreed reporting requirements.
· Lead project insight and evaluation, monitor programme progress against targets, identifying need and gaps in provision, working with team members to adapt and implement delivery plan changes as required.
Personal and Professional Development:
· Participate in KVA Appraisal process and identify learning and development needs.
· Share best practice and achievements, and actively seek opportunities to present outcomes and case studies.


This job description will be subject to regular review and adjustments.




Additional requirements: Working hours may include occasional evening and weekends. The role will be based at Malden Centre, New Malden Kingston, with some hybrid working, but will also require travel across the Borough. This role will be subject to satisfactory references and DBS check. 

We welcome and encourage job applications from people of all backgrounds. 


Person Specification

	Education
	Essential
	Desirable 

	Relevant qualifications and knowledge in storing and handling fresh and ambient food.
	x
	

	Level 2 food hygiene certificate, or willingness to work towards.
	x
	

	Experience
	
	

	Appropriate experience in delivery of food insecurity projects or services at scale.
	x
	

	Experience in warehouse or operational site management
	x
	

	Proven experience in the planning, delivery and project management of food, including service logistics, budget management, and evaluation of project outputs and outcomes.
	x
	

	Experience of line managing staff 
	
	x

	Experience in volunteer recruitment and management.
	x
	

	Experience working in partnership and reporting to partners, funders and/or other agencies.
	x
	

	Experience of generating income to sustain and grow projects
	
	x

	Skills, Knowledge and Abilities
	
	

	Understanding of the reuse sector, the role of the Food Banks / Hubs and food insecurity in London.
	x
	

	Demonstrable ability to communicate clearly, concisely and persuasively, both verbally and in written forms to a variety of audiences
	x
	

	Partnership development / management with food banks, community, voluntary and faith organisations, wider stakeholders and funders.
	x
	

	Strong team and person management skills, providing support, advice, direction and motivation 
	x
	

	Experience of working under own initiative, including effective prioritisation of tasks in a fast paced / changing work environment.
	X
	

	Ability to think ahead, analyse opportunities and propose solutions to challenges.
	X
	

	High-level computer literacy, for word processing, emailing, record keeping, budgeting and web-based research.
	X
	

	Sound understanding of the Privacy and Data Protection Acts; the ability to maintain systems and information ensuring effective security of information held and provided by the service.
	X
	

	Excellent understanding of food health and safety, including the practical application of risk assessments / analysis.
	X
	

	Strong digital and social media skills and ability to learn new systems quickly
	x
	

	Excellent interpersonal skills and the ability to quickly build strong relationships with partner organisations
	x
	

	Commitment to Equality and Diversity and safeguarding.
	X
	

	Current driving licence.
	x
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