
 
 
 
 

 

JOB DESCRIPTION & PERSON SPECIFICATION  
Job Title:  Little Hulton Hub Coordinator 

Responsible To:  Salford Services Manager 

Salary:  £19,818 

Working Hours:  37.5 hours a week 

Duration:  12 month fixed term contract 

 

Overview 
Mustard Tree has an established track record over the past 25 years, supporting people across 
Greater Manchester in poverty and facing homelessness. In 2014 our work was recognised with our 
organisation receiving The Queen’s Award for Voluntary Service. 
 
This role is a real opportunity to join a dynamic, growing charity at a point of seismic change in our 
history. Our work impacts the lives of thousands of people every year, and we have recently 
undertaken a significant redevelopment of our centre in Ancoats, with the aim to double our impact 
over the next three years. With rising poverty, inequality and rough sleeping across Greater 
Manchester, Mustard Tree is investing and redirecting our resources to increase our impact on the 
front line. 
 
Passionate about social value, we welcome applications from people who live in our locality and 
who have lived experience of the issues we seek to address. 
 

About Mustard Tree 
We work to help people in need to learn new skills, find work, secure accommodation as well as 
providing the resources needed to create a home. 
 
At Mustard Tree we believe everyone should be able to feed themselves and their family, live in a 
secure home, be healthy, find meaningful work and have the chance to discover their talents. 
 
We create opportunities for people to help themselves through providing practical support, 
friendship, connections into work and improvements to health and wellbeing, alongside new 
experiences to encourage aspiration. Our focus is on tackling both the causes and consequences of 
poverty and homelessness 
 
Role Purpose 
Working directly to the Salford Services Manager, leading the retail and logistics functions within the 
Little Hulton site of the Mustard Tree. This includes managing the retail provision and creating an 
attractive and effective retail environment and overseeing the stock, warehouse, delivery and 
collection services and systems. By sharing your expertise your role will also include training and 
supporting our service users to develop work-ready skills.  
You will also be required to represent the values of the charity both internally and externally, 
contributing to the Salford Management team and overall development of the organisation. 
 
What you will be doing: Job Description 

• Running the Community Charity shop in Little Hulton and covering for Eccles and other store 
managers where necessary 

• Train volunteers to develop ‘work ready’ skills, retail skills (using our training manuals) and 
behaviours i.e. confidence, punctuality, time management, communication, teamwork and 
initiative 

• Sort and process all donations including control pricing of items for sale 



 
 
 

• Managing the organisation of stock in the store and the logistics of deliveries and collections  

• Managing and developing the food provision services including Food Bank and Food Club 

• Maintain and develop a positive customer experience, ensuring all personnel maintain a high 
standard of customer care  

• Handling cash and performing bank runs, including using the till and cashing up 

• Ensure the shop is fully stocked and maintain shop displays adhering to safety regulations  

• Work alongside the Freedom Project Team to promote and maintain welfare of volunteers, 
escalating any safeguarding concerns to the Safeguarding lead 

• Supporting the Induction and Graduation events of volunteers, including providing informed and 
helpful feedback 

• Work closely with the warehouse team, to ensure efficient and supportive practices including 
covering for Drivers where necessary 

• Overseeing and working within health & safety guidelines and security policies and procedures 

• Managing referrals and making appropriate decisions on provision including overseeing the 
helpdesk and online enquires 

• Appropriate recording of information and administration including reporting 

• Supporting other staff and departments as required and providing relief cover for other hubs  

• Take responsibility for personal and professional development, attending training courses. 

General Work duties: 
 

• Work within health & safety guidelines and Mustard Tree policies and procedures.  Keeping 

your line manager informed of concerns. 

• Supporting other staff and departments and providing practical relief cover for workstreams.   

• Take responsibility for professional development, attending training courses as required. 

• Leading by example, embodying Mustard Tree values and represent the charity as required. 

• Contribute towards being an environmentally responsible organisation as part of day to day 

activities including recycling and supporting ‘paper-lite’ practices. 

• Other tasks and duties relevant to the role as required by the organisation. 

 
 
What we are looking for: Person Specification 
 

Specification 
Essential / 
Desirable 

2 years’ experience in retail, preferably in a leadership position Essential 

Experience in cash handling processes and till/CRM systems, including 
reporting. 

Essential 

Full UK driving license with ability to drive up to 3.5 tonne vehicles  Essential 

Experience of working with and/or supporting volunteers and experience of 
working with vulnerable adults 

Desirable 

GCSEs or equivalent academic level preferably including English and Maths Desirable 

Ability to build teams, organise rotas and lead work activity Essential 



 
 
 

Ability to build and maintain strong working relationships Essential 

Ability to work independently and as part of a team Essential 

Good verbal and written communication skills Essential 

Flexible and can-do attitude, self-motivated and enthusiastic approach Essential 

 Knowledge of health and safety regulations Essential 

Effective time management and organisation skills Essential 

 
How to Apply 
To apply please send: 

1. Your CV 
2. A Personal Statement detailing how you meet each point in the person specification section 

of the Job Description (no more than two sides of A4), and why you want to work for 
Mustard Tree. 

3. Equal Opportunities Form 
to recruitment@mustardtree.org.uk, by 5pm on Monday 12th November. Applications will be 
shortlisted by 16th November, with interviews to be scheduled week commencing 19th November. 
Application period may be extended. 

 


