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Box scheme Logistics 

and Distribution Finance Co-ordinator

Organiclea’s distribution is growing rapidly. In the last year our production increased by 25% and our box scheme numbers rose by almost 40%. In the coming years we are looking to build on these increases to develop a sustainable and inspiring local food enterprise that can distribute large amounts of fresh, organic produce to the community around us.

To join us on this journey we are recruiting for a box scheme logistics and distribution finance co-ordinator. This will be someone who can work to help build our box-scheme and take care of administrating and developing systems from the finances through to the packing of produce and conversations with potential and existing members. The role will also involve supporting and building a financial overview of the administration of a thriving distribution enterprise at Organiclea.

The ideal candidate will share a passion for developing and delivering a sustainable community food enterprise and working alongside volunteers, with a range of abilities, who will support the work on a weekly basis. Someone with strong administration and organisation skills and an excitement for the whole local food process from logging member records and payments to ensuring the bags hold an appetising weekly load that new communities want to be a part of, and appreciate the produce that they are receiving.

Part time role: 3 days per week (Tuesdays, Wednesdays and Monday or Friday TBD), 21 hours. Also regular Saturday Stalls work plus additional unpaid coop responsibilities

Salary: £21,567 pro rata
Based at: Hawkwood Community Plant Nursery for at least 2 of the days, other work may need to be undertaken at our Hornbeam Office in Walthamstow.

Responsible to: Organiclea workers’ cooperative
Contract: 1 year subject to a 7 month probation period.

Deadline for applications: Wednesday 30th October 5pm

Interview date: Monday 4th November

To apply: Please send a CV or employment (and volunteering) history and covering letter detailing how you meet the person specification and why you want this post to adam@organiclea.org.uk or by post to Adam Payne, Hawkwood Plant Nursery, 115 Hawkwood Crescent, Chingford, E4 7UH. For more information about this role please call 020 8524 4994 (Adam or Hannah).

Job Summary

Jobs associated with coordinating logistics for the mid-week box scheme packing and delivery:

· Liaise with produce co-ordinator re customer numbers and bag contents.

· Ensure that the space is set up and all pre-packing arrangements are ready for action on Wednesday morning.

· Ensure that bags are packed correctly, on time and prepared for easy dispatch. 

· Lead groups of volunteers in the packing process – supporting and enthusing.

· Organise produce and equipment storage space 

· Communicate produce-surplus availability to stalls co-ordinator and other relevant outlets. 

· Work with Organiclea’s volunteer coordinator and other box scheme workers to ensure those volunteers with specific responsibility for box scheme work are supported both on the pack and as appropriate with reviews and next steps support. 

· Work with the Box Scheme Distribution Co-ordinator to ensure the delivery of produce to outlets, in both our solar powered milk float and with bicycle trailers and ensure it reaches its destination in optimum condition.

· Work with the Box Scheme Deliveries Co-ordinator and other distribution workers to ensure that pick up points are secure, well maintained and appropriate for each drop.

· Occasional delivery by van and bike.

Jobs associated with customer liaison and scheme coordination logistics:

· Deal with new enquiries in relation to the scheme.
· Be ‘on call’ to deal with customer pick-up problems between Wednesday and Saturday.
· Maintain the customer spreadsheet for Box Scheme: enter new starters, log holidays and other changes, check payments, log errors and arrange refunds.

· Undertake annual customer evaluations.

· Log and act on customer evaluation and feedback.

Jobs associated with supporting the development of Organiclea’s box scheme enterprise and outreach publicity:

· Working with other members of the distribution team to develop business plans, and work towards financial sustainability for Organiclea’s box scheme.
· Work with other members of the distribution team to best implement plans to build the customer base of Organiclea’s box scheme.
· Work with the distribution team to plan and action regular publicity initiatives.
· Undertake occasional outreach publicity – at community sites and events.

· Work with other box scheme workers to plan for and distribute accessible box scheme flyers to local venues. 

· Contact potential partners, for example children’s centres, local business to arrange mutually beneficial campaigns.

· Support the establishment of new community-based pick-up points.
Jobs associated with distribution finances:

· Reconciliation of cash, cheque and bank transfer payments from box customers.

· Chase outstanding box customer payments.

· Check produce invoices going out from Hawkwood site and ensure they are correctly copied across to Quickbooks system. 

· Record payments in from restaurants and other outlets, creating statements as necessary and liaising with their finance contacts to get payment.

· Support Stalls Co-ordinator with final reconciliation of stalls income.

· In conjunction with Organiclea Finance Worker and distribution team colleagues, undertake regular review and evaluation of finance systems to ensure they are as effective as possible.

Responsibilities associated with the Hawkwood site team and Organiclea cooperative:

· Participate fully in Organiclea’s Production, Distribution & Infrastucture Team. 
· Participate fully in the management and running of the Hawkwood site, including carrying out essential cover or organisational tasks and participating in meetings that support short-medium term work for colleagues and project planning.

· Participate in General Meetings of the cooperative and support the processes of consensus decision-making within the cooperative.

· All workers are required to monitor and mitigate financial, health and safety and other risks within their area of responsibility.

· Share responsibility for peer appraisal and support, facilitating meetings, minute-taking, and other organisation-wide tasks.

· Participate in the development of Organiclea as a workers’ cooperative organisation, including contributing to the development of other related projects within the cooperative.

Person Specification

The successful applicant will have the following knowledge , skills and experience:

Essential

· Practical experience of organic horticulture where trade is a component part.

· Experience of promoting local food products.

· At least one year’s experience of leading volunteers in team-based activity.

· Ability to enthuse, educate and co-ordinate volunteers, giving them clear vision and involving them in decisions affecting their work and treating them fairly.

· Ability to deal with complaints and challenges in a creative, friendly and professional manner.

· Ability to manage personal work plans and strategise project development.

· Experience of record keeping.

· Excellent financial skills and a passion for crunching numbers.

· A high level of computer literacy including confidence with databases and spreadsheets.

· Ability to work on own initiative and as part of a team.

· Ability to trouble-shoot with solutions at short-notice.

· Willingness to work outdoors throughout the year.

· Willingness to work regular Saturdays

Desirable

· Organic horticulture qualification or ability to demonstrate theoretical understanding of organic horticulture.

· One year’s practical involvement in a local community project.

· Knowledge of ways of working which promote participation and inclusion, and how this relates to different groups.

· Knowledge of local ‘marketing’ opportunities in the London Borough of Waltham Forest and surrounding Boroughs such as Redbridge and Enfield (or willingness to learn).

· Driving licence.

· Ability to cycle with a trailer or willingness to learn.

· Understanding of Permaculture principles.

The successful applicant will be able to demonstrate the following:

· Commitment to community food distribution schemes and seasonal fresh food - sharing this with new customers with a passion for why it is special/different to other food options.

· Commitment to cooperative principles and working within a cooperative structure which includes participation in governance meetings on an unpaid basis. 

· Commitment to putting an interest in sustainable food economies into practice.

