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BRIGHTON & HOVE FOOD PARTNERSHIP 

JOB DESCRIPTION 
 

Job title:   Project Support (Community Kitchen & Communications) 

Location: Brighton & Hove Food Partnership 
 113 Queens Road 
 Brighton BN1 3XG 
 
Post Term: Initially fixed to 31st August 2021 

(possible extension depending on funding) 
 
Salary: Full time post 37.5 hrs per week worked flexibly over the week including at 

least one evening / weekend day per week. There is a potential for some paid 
overtime at £9 per hour (Living Wage Foundation Living Wage Rate) 
dependent on bookings. 

     
Starting salary £17,550 (Salary scale of three points: £17,550, £19,025 and 
£20,500). Subject to the decision of the Board there is an annual progression 
through the scale. 
 

Paid Annual leave:  25 days annual leave plus all Bank Holidays 
 
Post Holder Reports to: Senior Manager 

 
Brighton & Hove Food Partnership 
The Brighton & Hove Food Partnership (BHFP) is a hub for information, inspiration and connection around 
food. We work with individuals and community groups helping people learn to cook, grow food, eat a 
healthy diet and waste less. We prioritise work with vulnerable adults and people experiencing 
deprivation, isolation, poor health and other life challenges. Our work makes lasting changes to habits and 
behaviours which improve lives.  
 
Our main projects include: community & therapeutic gardening; redistributing & reducing food waste; 
tackling food poverty (work with food banks, lunch clubs and decision-makers); improving buying policies 
for large caterers; and teaching about cookery and nutrition. We influence policy at a local level and share 
our message nationally to achieve long-term change. BHFP coordinates work on the city’s Food Strategy 
with 50+ partners working alongside us. Our work in Brighton & Hove provided inspiration for the 
Sustainable Food Cities network, with 'Food Partnerships' now setup in 50 other places in the UK.  

More information is available on our website: www.bhfood.org.uk  

 
This role is particularly involved with our Community Kitchen, a new social enterprise cookery school 
where people come together to cook, learn new skills and enjoy food together. We have been teaching 
cookery for over 10 years, and having our own kitchen has been a dream throughout that time. After 
fundraising and crowdfunding, in 2018 we converted an office into a teaching kitchen with space for 12-18 

http://www.bhfood.org.uk/
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people to cook and dine together, or up to 40 people to attend food tastings, events and demonstrations. 
The kitchen is in a highly visible, ground-floor space on Queens Road in central Brighton.  
 
We provide cooking lessons and workshops for everyone ranging from beginners to more experienced 
cooks. We run low-cost (on a pay by donation basis) courses for people who can most benefit from 
learning about cooking and sharing food with others, including people with learning difficulties, those living 
on low incomes and people with mental health issues. Any profits from evening and weekend cookery 
classes support these community courses, and the space can also be hired for parties or corporate away 
days or for organisations running their own events.  
 
This role will also manage enquiries about community composting schemes which operate at over 35 sites 
across the city, managed by volunteers, and enable hundreds of people in the city to compost their food 
waste. We run this project in partnership with Brighton & Hove City Council. 
 
Project support role 
This role involves administrative and reception tasks, support for activities at the Community Kitchen and 
assistance with marketing and communications.  This role is mainly based at the Community Kitchen with 
occasional attendance at community events across the city. 
 
The post holder will be expected to be flexible and committed to the work of the Food Partnership.  
 
Main Duties: 
The Project Support Officer has responsibility for supporting work in the following areas: 

 

1. Managing enquiries: This role will act as a first point of contact for the Food Partnership. We have a 
steady stream of enquiries coming through in person at the Kitchen and via email, telephone and 
social media. The majority of enquiries currently relate to the Community Kitchen but can cover 
everything from cookery class booking enquiries to calls around food poverty and how to access 
food banks, requests to volunteer and enquiries about community composting (see below). 

2. Community Kitchen, delivery support: Act as staff lead on average of one evening/ weekend class 
per week and commercial hires as required. Help ensure the space is clean and ready before 
sessions, welcome participants explaining about the work of the kitchen at the start of each 
session. Liaise with session leaders/ participants about dietary requirements, bookings and share 
recipes after each class. For community cookery courses - process application forms and confirm 
spaces for participants, help with registration information and gathering evaluation. 

3. Venue / office support: Work with Kitchen Coordinator and team on stock checking/ sorting/ 
laundry and cleaning and maintenance of the kitchen. Office support across our two office sites 
(one at the Community Kitchen and one upstairs in Community Base – the same building) to 
include: managing incoming and outgoing post, photocopying and data entry. 

4. Communications & marketing: Schedule and post regular social media content on Facebook, 
Instagram and Twitter for the Community Kitchen (and occasionally the wider Food Partnership). 
Add cookery classes as Facebook events and on external listing sites. Support Senior Manager with 
sales and marketing, including ‘Late Plates’ email newsletter, designing posters/ online content and 
targeted promotion of spaces available. Updating the Food Partnership website as required. 

5. Community Composting: Respond to website / other enquiries, match people to schemes they can 
join in their area. To respond promptly to any issues that compost monitors (volunteers) raise 
including coordinating repairs. Log enquiries in Excel spreadsheet. Liaise with colleague responsible 
for setting up new schemes/ overall project as required. 
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6. Supporting the work of the whole organisation: To attend public events to help promote the work 
of the Food Partnership - many events are outdoors in public spaces and could involve helping to 
set up and take down the stall, speaking to members of the public, handing out information, signing 
people up to our mailing list and helping our chef setup or give out food tasters. The post holder 
will also take on a role in organising and preparation before community events and provide flexible 
administrative support to the organisation as required. 

7. At all times to maintain the complete confidentiality of the material and information possessed and 
adhere to the policies and legislation regarding data and information security and confidentiality as 
required by the nature of the job. 

8. To comply with Food Partnership policies, work to our values and demonstrate ongoing continuous 
development. 

 

The list of responsibilities in the job description should not be regarded as exclusive or exhaustive. As well 
as assisting with these projects, there may be opportunities to shadow or assist with other Food 
Partnership work.  We are supportive of individual’s learning and would encourage the postholder to take 
part in relevant training.  

As a term of your employment you may be required to undertake various other duties within the scope of 
your role. Your duties will be as set out in the above job description but please note that the Food 
Partnership reserves the right to update your job description from time to time to reflect changes in your 
job. You will be consulted about any proposed changes. 

Communications and working relationships 
1. Regular supervision sessions and appraisals with line manager 
2. Operate as a member of the Food Partnership Team and the Community Kitchen team 
3. Attend Food Partnership Team Meetings and all staff training and development events 
4. Attend external meetings  
5. Liaise and work with groups and individuals, at all levels, within and outside the Food Partnership, 
including community, voluntary, statutory and private sectors. 
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PERSON SPECIFICATION 
Post: Project Support  

PERSON SPECIFICATION 

Post: Project Support  
 

Essential 
 

Desirable 

Experience   

• Experience of working or volunteering in an 
office environment with demonstrable 
organisation and administrative skills  

• Experience of telephone work e.g. customer 
service, reception duties 

• Experience of using social media, either through 
education, work or volunteering 

• Experience of having worked as part of a team 
 

• Experience of working / volunteering 
in a non-profit organisation 

• Experience of the catering industry 
• Experience of marketing work or of 

using social media to generate 
interest in a business or project.  

Skills / knowledge  

• Strong interpersonal and communication skills 
and confidence in dealing with a wide range of 
people at all levels 

• GCSE Grade C (or equivalent) in maths 

• Advanced IT skills including use of Word, Excel, 
email and the internet 
 

• Cookery skills  

• Knowledge of Wordpress Content 
Management Systems (CMS) to 
upload website content 
 

Abilities / competencies  

• Ability to organise own workload and meet 
deadlines  

• Thorough with an attention to detail  

• Commitment to the aims of the Food 
Partnership  

• Ability to work in a way that values equal 
opportunities 

• Willingness to take part in training in particular 
regarding food hygiene, first aid and fire safety. 

• Flexibility including willingness to work regularly 
at evenings and weekends (time off in lieu will 
be given) 
 

• Creative approach to writing succinct 
copy  

 


