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Trainee Role Description – Distribution
We believe the link between horticulture and distribution to be crucial in developing a sustainable food system. Our local, organic veg box scheme supplies over 300 fruit and veg bags (and growing) to people in Waltham Forest, we run 2 market stalls weekly and supply over 15 restaurants and cafes. The produce comes from our own 12 acre community market garden, Hawkwood, and other local organic farmers and small scale growers. 

This traineeship will suit someone looking to develop skills in building and developing community based enterprise while gaining a working knowledge of market gardening. The trainee will learn, and take on responsibilities for, the skills and activities required to run the Organiclea box scheme and harvest produce for market as well as get an overview of our distribution enterprise work.


Details of the role

· Unpaid voluntary role

· Time commitment: 1.5 days/week for 9 months

· Dates: Tuesday 31st April – Wednesday 16th December
· Hours: Tuesdays from 9.00am – 5.00pm and Wednesdays 9.00am - 1.00pm (box scheme and market stall support). 

· Based at: Hawkwood Community Plant Nursery

· Occasional weekend commitments to support produce stalls, weekend outreach events, Open Day and plant sales

· Supported by: trainee tutorials one evening per month and monthly check-ins with an Organiclea mentor

Main objectives
· To learn about and assist with logistics of running OrganicLea’s enterprise work. 

· To learn about and assist with marketing, finance and administrative systems that support our grow to sell work
· To learn about our volunteer programme and support volunteers (especially on the box pack).
· To assist with preparing produce in accordance with the needs of the Organiclea stall, box scheme or restaurant customers

· To support the Farm Stall, Market Stalls, Open Days or Plant Sale Stalls at least once a month.
Main Activities
Understanding the systems that support OrganicLea’s enterprise program 

· Developing an understanding of the systems, promotions and customer communications that support our enterprise program 

· Organising produce dispatch and preparing invoices 

· Responding to requests from new and existing distribution customers 

· Developing a marketing project to promote and expand our enterprise work 

Supporting Distribution volunteers 

· Working to ensure all volunteers on site are safe, welcomed, valued and supported

· Supporting distribution volunteers to gain new skills in a supportive environment
Participate in OrganicLea’s weekly box scheme pack 
· Supporting box scheme volunteers

· Checking deliveries, assisting with the pack set up

· Responding to requests from new and existing box scheme customers

· Weighing, packing vegetable bags, ensuring quality control

· Sorting and logging for delivery, helping with loading vehicle, occasional delivery support

· Assist with produce preparation for weekend market stalls

Harvesting 
· Assisting with and taking on responsibilities in preparing harvest for distribution
· Cutting/picking produce to the agreed methods, ensuring quality control

· Preparing produce according to ‘product descriptions’

· Weighing, packaging, sealing & labelling for restaurant customers 

· Issuing invoices and preparing produce for dispatch

Other activities
· Undertaking other activities in support of Organiclea, as appropriate
· Assisting with the financial systems that support the box scheme and/or our enterprise work,
· Delivering produce by bike trailer or electric milk float
Person Specification

Essential
· Interest in sustainable food production and the desire to put that interest into practice

· Desire to learn how get local, organic food onto people’s dinner tables

· Interest in the logistics and finance of running a small community enterprise

· Ability to supervise and explain tasks to volunteers

· Happy to work mainly outdoors throughout the year

· Ability to carry out shared tasks and work within a team

· Ability to work on own initiative, prioritise tasks and work to deadlines

· Commitment to and understanding of the aims of Organiclea

Desirable
· Experience of working with volunteers

· Some experience of growing

· Some experience of promotions

· Ability to cycle with a trailer or willingness to learn 

OrganicLea is a registered company limited by guarantee no. 5135926

Growing site: Hawkwood Plant Nursery, 115 Hawkwood Crescent, Chingford E4 7UH

Distribution hub/Registered office: Hornbeam Centre, 458 Hoe Street, Walthamstow, London E17 9AH
Web: www.organiclea.org.uk     Email: info@organiclea.org.uk     

Telephone: 020 8524 4994 (Hawkwood)  020 8558 6880 (Hornbeam)

