Job Description
Job Title: Hub Coordinator
Responsible to
Foxwood Community Centre Management Committee
Hours of Work:
11 hours per week, normally worked across Thursday and Friday to support the planning, preparation and delivery of the weekly Community Hub session.
A typical working pattern is:
· Thursday (approximately 3 hours): Menu planning, shopping, volunteer coordination, stock management and administration.
· Friday (approximately 8 hours): Opening the Community Centre, coordinating volunteers, preparing and serving meals, maintaining food hygiene standards, completing records, cash reconciliation and closing the centre.
Some flexibility will be required to attend occasional meetings, training sessions and community events.
About Foxwood Community Centre
Foxwood Community Centre is a welcoming community hub serving the local area. The Centre provides activities, affordable meals, advice and opportunities for people to connect, helping to reduce isolation and improve wellbeing. Much of the Centre's work is made possible by a dedicated team of local volunteers, and the Hub Coordinator plays a key role in supporting volunteers and ensuring the successful delivery of the weekly Community Hub.
Purpose of the Role
The Hub Coordinator is responsible for planning, coordinating and delivering the weekly Community Hub. Working closely with volunteers and partner organisations, the postholder will ensure the safe preparation and service of nutritious meals, maintain high standards of food hygiene, support volunteers and help create a welcoming, inclusive environment for everyone attending the Centre.
The postholder will be expected to adhere to all Foxwood Community Centre policies and procedures, including those relating to Health and Safety, Food Hygiene, Safeguarding, Equality and Diversity, Data Protection (GDPR), Confidentiality, Volunteer Management and Financial Procedures.
Key Responsibilities
Menu Planning and Food Preparation
· Plan a weekly menu that provides balanced, nutritious meals.
· Consider seasonal ingredients, weather, expected attendance, volunteer availability, kitchen resources and preparation time when planning menus.
· Minimise the use of ultra-processed foods wherever possible.
· Promote dietary diversity and encourage people to try new foods.
· Cater for a range of dietary requirements, including vegetarian, vegan, gluten-free and other special diets.
· Print and display menus, clearly identifying major allergens.
· Ensure recipes are documented and allergen information is maintained within the Food Hygiene folder.
· Maintain a small stock of alternative foods, such as gluten-free bread, to meet dietary requirements.
Purchasing and Stock Management
· Purchase food within agreed budgets.
· Adapt menus to make best use of special offers and seasonal availability.
· Monitor available storage space, including fridge and freezer capacity.
· Deliver shopping to the Community Centre.
· Store food safely in accordance with Food Hygiene Regulations.
· Maintain adequate stocks of emergency food staples.
Volunteer Coordination
· Recruit, organise and support volunteers.
· Ensure volunteer shifts are adequately covered.
· Allocate duties according to individual skills, experience and availability.
· Provide induction and ongoing support for new volunteers.
· Ensure volunteers receive appropriate food hygiene and allergen awareness training.
· Ensure volunteers involved in food preparation hold, or are working towards obtaining, a Level 2 Food Hygiene Certificate.
Friday Hub Coordination
· Open and prepare the Community Centre.
· Complete food hygiene checks and records, including fridge and freezer temperature monitoring.
· Coordinate volunteers throughout the day.
· Prepare and serve food safely and at appropriate temperatures.
· Prepare the Main Hall for service and visiting organisations.
· Ensure volunteers are aware of allergens in the meals being served.
· Oversee cleaning of the kitchen and dining areas, waste disposal and completion of hygiene records.
· Count cash received and provide records to the Treasurer.
Food Hygiene and Compliance
· Maintain the Community Centre's 5-star Food Hygiene Rating.
· Keep all food hygiene records and volunteer training records up to date.
· Ensure compliance with food safety legislation and Environmental Health requirements.
· Monitor kitchen equipment and report maintenance issues.
Partnership Working
Develop and maintain positive relationships with local partner organisations and represent the Community Centre at relevant meetings and networking events to support the ongoing development of the Community Hub.
General Responsibilities
· Promote a welcoming, inclusive and respectful environment for everyone.
· Work collaboratively with volunteers, trustees and partner organisations.
· Maintain confidentiality and comply with Data Protection legislation.
· Adhere to all Foxwood Community Centre policies and procedures.
· Undertake any other duties appropriate to the role as reasonably requested by the Community Centre Management Committee.

Person Specification – Hub Coordinator Role
Essential
Knowledge
· Understanding of food hygiene legislation and safe food handling.
· Knowledge of allergen management.
· Understanding of safeguarding and equality principles.
· Awareness of health and safety requirements.
Experience
· Experience of planning and preparing meals for groups.
· Experience of coordinating volunteers or teams.
· Experience of organising activities and managing competing priorities.
· Experience of maintaining accurate records.
· Experience of working with community organisations or voluntary groups.
Skills
· Excellent organisational and planning skills.
· Strong communication and interpersonal skills.
· Ability to motivate and support volunteers.
· Good budgeting and purchasing skills.
· Ability to work independently and use initiative.
· Good IT skills for record keeping and communication.
· Ability to solve problems and adapt to changing circumstances.
Personal Qualities
· Friendly, approachable and welcoming.
· Reliable and dependable.
· Flexible and adaptable.
· Committed to providing high-quality community services.
· Able to work under pressure in a busy environment.
· Commitment to promoting healthy eating and reducing food waste.
Qualifications and Requirements
· Level 2 Food Hygiene Certificate (or willingness to obtain).
· Right to work in the UK.
· Willingness to undertake an appropriate DBS check.
Desirable
· First Aid qualification.
· Experience working within the voluntary or community sector.
· Knowledge of Environmental Health inspections.
· Experience of organising community events.
· Experience of working with vulnerable adults or diverse communities.
· Full UK driving licence and access to a vehicle for shopping and transporting supplies.
The postholder is expected to demonstrate a commitment to the values of the Community Centre and to comply with all organisational policies, procedures and statutory requirements, ensuring that services are delivered safely, professionally and inclusively at all times.
