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a profit for purpose social enterprise
‘Everyone deserves good food’
422 Community Hub, Stockport Road, Longsight M12 4EX
www.crackinggoodfood.org



Part Time T Level Business Administration placement
Part Time: 315 hours within the academic year, to be worked flexibly between Monday to Friday including one anchor day at 422 Community Hub
Location: Hybrid - home based and 422 Community Hub, Longsight, Manchester M12 4EX where we occasionally have meetings and is fully accessible with disabled parking.
Benefits: Provided via Trafford College
Application deadline: Wednesday 5th November
Interviews: Wednesday 19th and Thursday 20th November at 422 Community Hub
Postholder: We are hopeful the successful candidate will be in post early October.

As an organisation we are committed to ensuring our team, management and Board reflect the customers we serve and the communities we support. We believe it is our team and volunteers who make us what we are, and we want to strive towards being inclusive at every level. Please see our Equality, Diversity and Inclusivity Policy for further information.

We are happy to consider any reasonable adjustments that candidates may need during the recruitment process, and you will be asked whether you require any during your application. If there are additional options you would like to request, please contact Tracey Torley. We also offer reasonable adjustments on the job.

About Cracking Good Food
Cracking Good Food is a non-profit community driven Community Interest Company, established in 2010. We teach communities how to cook affordable, healthy, and sustainable food from scratch, within an agenda to minimise food waste. We are a values-driven grassroots organisation, striving to ensure food is grown ethically, in harmony with the environment in line with fair trade standards. We campaign against food waste, food, and fuel poverty due to the impact of austerity and promote measures and policies that mitigate poverty and the effects of climate change. 80% of our work is community outreach as a result of the rise in poverty and homelessness. We also run Catering services, Restaurant Takeovers, Cookery Schools, Team Building and training programmes to help support our core running costs. 





Our Team
You would be joining our hardworking and committed team of over 25 home-working freelancers and employed team members. Our team roles include cooking leaders, co-ordinators, project managers, bid writers, IT and website developer, administrators, maintenance and gardener and over 20 active community and business administrative volunteers. We are proud our team retention is strong having recruited many from a previous volunteer or paying customer status.

Our mission and operations are governed by five Board of Directors, each contributing their experience, skills, and expertise to serve and support our wider mission. Meet our team online.

Role Summary 
The role of T Level Business Administrator is instrumental to ensuring the delivery of our products and services which we deliver across Greater Manchester to support household and communities experiencing financial hardship, are smoothly organised and delivered. Our services range from creating pathways for young people not in employment, education or training into the hospitality sector through our Feeding Your Future programme. Our Kitchen Kit Redistribution Campaign provides preloved kitchen kit to households and community groups without the finance to buy basic accessories to providing homemade nutritious meals for hospital leavers at greater risk of food poverty.

Role Duties:
Working in the 3rd sector requires a flexible, adaptable, resourceful, and open attitude and approach to make things happen! Our passion to help communities thrive when facing adversity is huge, however, our resources are beyond limited! Therefore, an understanding of our constraints is desirable and willingness to flexibly support a wide range of projects will be key to your personal development, sense of value and learning. The primary purpose and function of the role is to 
· confidently data capture baseline detail
· assist with report writing 
· maintain strong internal verbal and written communications between Marketing and Growth Manager, Bid Writing and Project Manager departments
· as and when relevant, you may be needed to liaise directly with external partners where strong, clear communication is paramount 
· you will have an eye for detail, enabling us to swiftly respond and address any issues arising
· Once settled in the role, where possible, we will embrace any suggestions you present to enhance our operational practices for this new project.
· maintain our customer relational databases of communication, contacts, activities and actions.
· follow internal work management practices to ensure personal workload is up to date, communicating if and where there are any areas of concern

You will report directly to the CEO who is accountable to the Board of Directors.

Person Specification - Essential
· You will naturally possess strong qualities of verbal confidence 
· The postholder will be an exceptionally well organised and motivated individual 
· You will be driven, resourceful and independently hardworking and focused 
· Use multiple communication channels such as telephone, Outlook, WhatsApp, Google doc suite including excel 
· Flexible and supportive approach to ad hoc tasks

Desirable 
· You will have a creative and resourceful nature steered towards solution finding not, problem raising! 

Your lived experiences may give you greater understanding and insight into some of the challenges the communities we support face.

If you have any questions or require reasonable adjustments to our recruitment process so you can thrive, please contact Tracey Torley. 

Interested? Apply so you can be considered!
Company Number: 07369862
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