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Job Description	
Job Title:		Community Food Initiative Intern
Salary: 			£13.10 per hour /14 hours per week / approximately 8 weeks 
Contract Type:		Fixed Term Student Staff
Location:		Students’ Union Office Spaces
Responsible to:		Sustainability Coordinator
Responsible for:	Community Food Initiative
Job purpose:
[bookmark: _Hlk216446513]To provide essential administrative, coordination and organisational support to the Sustainability Development Coordinator in delivering the Green & Blue Space’s Community Food Initiative. This role underpins the project’s mission to reduce food waste, address the cost-of-living crisis, and promote sustainable food systems across the University of Stirling and the wider community. The post-holder will strengthen operational foundations by developing robust administrative processes, managing key project data, supporting volunteer engagement, ensuring compliance with regulatory standards, and contributing to events and outreach activities. Through effective project support and stakeholder coordination, the role ensures the smooth running, long-term sustainability, and positive community impact of the initiative. 
[bookmark: _Hlk129765751]About us:
Stirling Students’ Union is the representative student body at the University of Stirling. We are a registered charity and exist to support students getting the best degree, helping students make friends, supporting students when they need support and building skills for the future. We do this by supporting academic reps, providing volunteering opportunities, societies and sports clubs. We also offer support, employability skills, advice and opportunities to influence our sustainability work. We are proudly student led and each spring elect four full time paid students to lead our work: President, Vice President Communities, Vice President Education and Sports Union President.
Key duties:
[bookmark: _Hlk129765961]
 Administrative and Project Support
· [bookmark: _Hlk216446567][bookmark: _Hlk216446542]Assist the Sustainability Development Coordinator in the day-to-day management of the Community Food Initiative.
· Develop and maintain robust administrative systems to support the long-term sustainability and scalability of the project.
· Create and update procedural documents to standardise operational tasks and ensure smooth project functioning.
· Maintain organised digital records related to project activities, volunteer engagement, and compliance requirements.
 Data Management & Reporting
· [bookmark: _Hlk216446587]Create and manage a centralised spreadsheet to track essential project data, including volunteer shifts, food collections, distribution volumes, weight tracking, and carbon equivalent reductions.
· Monitor and record food waste metrics and environmental impact data to support internal reporting and future funding opportunities.
· Ensure data is accurate, up-to-date, and accessible to relevant team members.
Volunteer Coordination
· [bookmark: _Hlk216446597]Assist with volunteer scheduling, communication and support to ensure adequate staffing for food pickups, distributions, and events.
· Contribute to building a positive and inclusive volunteer culture by offering guidance, answering queries, and helping streamline induction processes.
Compliance & Membership Management
· [bookmark: _Hlk216446607]Support adherence to Environmental Health Officer (EHO) standards by ensuring relevant procedures are documented and followed.
· Assist in managing the project’s Hubbub membership, including updating required records, accessing available resources, and ensuring ongoing compliance with programme guidelines.
Event Support & Community Engagement
· [bookmark: _Hlk216446618]Help plan and deliver project-related events, such as food-focused sustainability activities for the University Green Week.
· If possible, organise and coordinate special events outside normal delivery schedules, including cooking classes and community engagement sessions.
· Support promotional activities that raise awareness of food sustainability practices and encourage community participation.
Relationships:
	Internal:
· Sustainability Development Coordinator
· Green & Blue Space Hub Staff
· Union Staff
· Union Sabbatical Officers

	External:
· Student & Community Volunteers
· Donors
· University Staff Members
· NUS
· SOS-UK

	Person Specification
	Knowledge & Experience
	Desirable
	Essential

	Strong digital literacy including confidence in using Microsoft Office products
	
	 X

	Experience of delivering excellent customer service
	 
	X

	Understanding of Stirling Students’ Union 
	
	X

	Experience of data processing  
	X
	

	Experience of report writing (academic or professional)
	X
	


 
	Attributes
	Desirable
	Essential

	Ability to develop relationships and work with a wide range of people
	 
	X

	Strong interpersonal and communication skills
	 
	X

	Willingness to take initiative 
	 
	X

	Understanding and commitment to Equality, Diversity and Inclusion
	 
	X

	Commitment to working in a student-led environment
	 
	X



General: 

Although working hours are stated as 14 hours per week some evening and weekend work may be required which may exceed this. The annual holiday entitlement is 28 days (5.6 weeks) per year (pro rata), inclusive of any public holiday entitlement.  The amount of holidays actually accrued will be calculated at a rate of 12.07% of any hours worked.  

This role includes responsibility for abiding by the Union’s sustainability, social justice and EDI priorities through active involvement in the Green Impact Students’ Union (GISU) process and continuous improvement activities. All Stirling Students’ Union team members are expected to comply with relevant legislation that affects the workplace; to carry out any other appropriate duties which may be considered necessary; abide by the policies and constitution of the Union and be impartial in respect of its democratic activity; ensure that any and all data is stored, accessed and used in line with relevant Data Protection Legislation. 

This job description is correct as of 12th December 2025 and shall be updated as and when required with the appropriate body. It should not be regarded as exhaustive or exclusive and duties may change from time to time.

Sign-off:
	Job Holder
	Manager              Gabi Brame

	Signature
	Signature

	Date
	Date                       12th December 2025
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