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CARDIFF FOODBANK 
JOB DESCRIPTION - WAREHOUSE SUPERVISOR 
 
 
 
JOB PURPOSE 
 
To support the smooth running of all areas of the warehouse.  This will include stock and food 
handling processes, stock control and rotation ensuring good stock levels are available for delivery 
to client facing distribution centres. Good IT skills and the ability to understand, interpret and 
present data will also be required.  Overseeing day to day tasks of Warehouse volunteer teams as 
well as volunteer delivery drivers. 
 
To contribute to wider team discussions and development to ensure the delivery of Cardiff 
Foodbank’s aims and objectives. Working with the Logistics Manager and Volunteer Coordinator 
to ensure all legal requirements such as current health & safety, food hygiene and manual 
handling procedures are in place and adhered to. 
 
Reporting to the Logistics Manager and working hours 16 hours per week, Monday to Thursday 
8.30am – 12.30pm. The post is offered on a fixed term 1-year contract £18,000 per annum pro 
rata. There may be opportunities to expand the role and hours dependent upon funding and the 
post holder’s availability. 
 
 
SPECIFIC RESPONSIBILITIES  
Plan the daily rotas and schedules for warehouse volunteers and drivers, ensuring key tasks are 
allocated and covered. This includes overseeing the food ordering and delivery system for our 
distribution centres.   
 
In liaison with Logistics Manager and Volunteer Coordinator ensure that all warehouse volunteers 
are trained and understand Cardiff Foodbank procedures.  
 
Ensure that food donations are collected, weighed, sorted and stored appropriately and records of 
donations are entered accurately onto the Trussell Trust Data Collection System (DCS).  
 
Monitor stock levels to identify and predict low or surplus stock levels and produce stock level 
reports for the Logistics Manager.  
 
Support the Logistics Manager with an annual stock take. 
 
Oversee health and safety compliance in the warehouse and vans reporting all concerns and 
incidents to the Logistics Manager. 
 
Work with Volunteer Drivers to ensure the Foodbank vans are regularly checked and cleaned.  
 
Monitor warehouse space and equipment and inform the Logistics Manager of items that may 
need servicing or repair. 
 
Work with the Logistics Manager to distribute surplus items to local organisations and other 
Foodbanks. 
 
The above list of job duties is not exclusive or exhaustive and the post holder will be required to 
undertake such tasks as may reasonably be expected within the scope and grading of the post.  
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GENERAL RESPONSIBILITIES 
To be an effective member of the team, presenting a positive impression of the team and the 
ethos of Cardiff Foodbank. 
 
To work collectively and individually to promote a constructive and sensitive approach to others 
from a variety of backgrounds, where the work of others is valued and respected. 
 
Attend regular meetings with the Logistics Manager, staff team and other appropriate meetings 
and workshops in relation to the Warehouse Supervisor role. 
 
To adhere to the all Cardiff Foodbank policies including GDPR, confidentiality and health and 
safety policies. 
 
To operate within the organisational equal opportunities policy framework and implement the 
policy within this area of work. 
 
 
WORKING HOURS 
The Warehouse Supervisor hours are 16 per week.  
Currently working Monday to Thursday 8.30am – 12.30pm.  
The post is offered on a fixed term 1-year contract.  
There is a possibility of extension dependent primarily on securing on-going funding.  
 


