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Stock Coordinator

Reporting to: Operations Manager
Hours per week: 20
Pattern of work: Usually Mon – Fri 8am to 12pm, occasional Saturday working
Pay:  Pro-rata of £26,500 (Based on 37.5 hours)
Location: Newcastle, with travel throughout the North East required occasionally

About FareShare North East
FareShare North East is the region’s largest surplus food redistribution charity, supporting over 260 charities and community groups across the North East and Tees Valley – from Berwick to Redcar. Last year we redistributed over 1,800 tonnes of good to eat surplus food from across the food supply chain, from supermarket distribution centres right through to farmers and growers.
The charities & community groups we support provide a whole range of support, from hot community meals at lunch clubs, community cafes, and supported accommodation, through to school breakfast clubs, social supermarkets, and community pantries. Last year we redistributed enough good to eat surplus food to provide over 4.5m meals.
About the Role
Food is at the heart of what we do, and this role will take responsibility of all aspects of stock control in FareShare North East (FSNE) - booking food in, checking inventory, and allocating food to community groups. A key part of the role will be liaising with the Supply Chain & Logistics team at FareShare UK (FSUK) to make sure enough of the right food is coming to the North East at the right time.

No two days are the same at FSNE, and the role will be hands-on, with the successful candidate being expected to jump on a forklift or take delivery vans out as required - a full UK driver’s license is a must, and a forklift license would be an advantage. We use lots of different systems & tools to get the job done, so strong IT skills are essential - experience with Warehouse Management Software (WMS) and data visualisation tools like PowerBI would be an advantage.

Duties & Responsibilities

Goods In
· Work with the Supply Chain & Logistics team in FSUK to accept as much food as possible into the North East, using Salesforce & past data to ensure that enough food is requested
· Booking stock in on day of delivery following FSUK guidance. 
· Looking for key opportunities to enable the acceptance and redistribution of more food.
· Ensure that deliveries to FSNE are accepted in a safe manner, checking paperwork & temperatures as required.
· Support the Operations Team in offloading deliveries, including using a forklift truck & powered pallet truck as needed
· Working with volunteers, book all deliveries onto WMS in a timely manner for allocation

Inventory Management
· Working in a rolling, systematic way, count all inventory in the warehouse on a weekly basis to ensure accuracy
· All stock inventory checked daily, and checking condition. Working with volunteers, spot check all short-dated & perishable items daily to ensure that products are fit to be allocated
· Ensure items are in the correct zones on WMS, moving stock from the racking to the correct bay, using a reach truck or forklift truck as needed

Allocations
· Working with volunteers, ensure that stock is allocated quickly, efficiently, and fairly to all community groups - prioritising the minimisation of waste whilst trying to ensure a good variety for each group
· Working with the Development Team & volunteers, maintain an up to date list of what each community food member does & allocate food accordingly where possible

Health & Safety - Food Hygiene
· Ensure that all checks required by the Food Safety Manual are carried out on a daily, weekly, or monthly basis as required
· Maintain the warehouse & offices to the highest standards, including daily cleaning & regular deep cleaning
· Uphold the highest Health & Safety standards to ensure staff and volunteers are kept safe

Active Teamwork 
· Be approachable & welcoming to volunteers at all times, making sure they feel like part of the team and feel involved in everything that we do 
· Support the whole team, spending at least one day per month working in the other warehouse, and support fundraising initiatives  
· Get to know the community groups, visiting at least one each month 
· Be willing to help out with any other duties as may be required 


Plus any other duties that may be required

Essential Requirements

· A full Drivers Licence is required, including the willingness to drive delivery vans
· A forklift licence will be required, however training can be provided
· The successful candidate will be required to complete training including GDPR, Food Hygiene (L2), First Aid, & Fire Marshal																											
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