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KITCHEN PROJECT CO-ORDINATOR 
 

 

Accountable to: Kitchen Lead 
Salary Scale: £24,844.49  
Hours: 35 hours per week (5 days per week) 
Contract: Permanent 
Location: Hackney, East London  
 
 

About us 

Headway East London (www.headwayeastlondon.org) is a charity supporting people affected by brain injury. Working 
across 13 London boroughs we offer specialist support and services for survivors and their family. We offer therapies, 
advocacy, family support and community support work alongside our day service: a community venue where people 
can make the most of their abilities and interests. We also promote awareness and understanding of brain injury by 
providing information to the public, and offering training to university students, professionals and businesses.  
 
Our vision is to build a community where people with brain injury are valued, respected and able to fulfil their 
potential.   
 

About the kitchen 

The Headway Kitchen is at the heart of our day service, where members can get involved in cooking lunch for 
everyone in the centre. Our members' own culinary skills and interests are expressed in the huge range of high quality 
meals we serve each week. We also host a successful bimonthly supper club, Headway Eats, where we showcase our 

food to the wider community.   

http://www.headwayeastlondon.org/
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What you will do… 
As part of the co-ordinator team, take responsibility for organising and delivering activities in the centre, with a 
specific focus on our kitchen and garden. The role also involves providing advocacy and support for up to 20 
members, and ensuring the smooth running of the day service as a member of the co-ordinating team. 

 
 

Main duties and responsibilities 

Activities in the centre: 

• Support members to participate in the kitchen, where you’ll work together to cook lunch for the centre at least twice a 
week. 

• Work alongside the Kitchen Projects Lead and members to plan and run our bi-monthly supper club ‘Headway Eats’. 

• Explore and develop potential for member involvement in our canalside garden space. 

• Work alongside the therapy team, public engagement, casework and other services to support members to participate in a 
variety of activities, occupational projects and therapies. 

 

Key working: 

• Act as key worker for up to 20 members, overseeing their programme of activities and therapies and regularly reviewing 
their progress.  

• Support them with information, advice and advocacy as necessary. 

• Establish and maintain contact with members’ families, carers and other key people.  

• Develop and maintain relationships with statutory partners and ensure information is shared when appropriate, in 
accordance with data protection legislation. 

• Maintain comprehensive individual risk assessments. 

 

General: 

• Share responsibility for practical tasks in the day service. 

• Assist members with basic care requirements, as required. 

• Assist the Assessment Team in the administration of the assessment, review and funding process. 

• Attend staff meetings and training. 

• Any other duties that may reasonably be required. 



Skills & Experience 

Everyone at Headway East London contributes to our success. If you don't meet all the criteria but are passionate and 
have skills and experience you think will be valuable to Headway East London, we would love to receive an application 
from you.  
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Experience 

• Experience of working in a professional kitchen  

• Experience of facilitating groups   

• Experience of working as part of a team of staff and volunteers 

• Experience of working with people with additional support needs 

• Experience of providing advocacy and advice 

• Qualification in Food Hygiene  – Level 2 

Skills, Knowledge and Abilities  

• Enthusiastic and knowledgeable about food and cooking 

• Interested in gardening 

• Excellent organisational skills 

• Ability to self-motivate 

• Ability to problem-solve and prioritise 

• Good literacy and numeracy skills 

• Computer literacy, including working knowledge of Microsoft Office 365 

• Ability to learn quickly 

• Good listening skills 

• Ability to work under pressure and to stay calm in stressful situations 

• Ability to relate well to people on a one-to-one basis and in group settings 

• Ability to be empathic with others’ situations 

• Knowledge of acquired brain injury and its effects 

• Knowledge and understanding of the demographic Headway East London serves 

 

Other Requirements 

• Flexible, adaptable and reliable 

• A commitment to team working 

• A commitment to equal opportunities 

• Willingness to work occasional evenings/weekends 

• Awareness of issues around disability and social exclusion 

Coaching, training and support will always be provided as part of the role. 
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To apply 

Please submit your application form to recruitment@headwayeastlondon.org. Closing date for applications is 9am 
Monday 16th August 2021. Interviews will take place on the week commencing 23rd August. Shortlisted candidates 
will be invited to interview, and following a successful interview will also be invited to attend a day in the kitchen with 
the Kitchen Projects Lead and members. Incomplete applications will not be considered and CVs will not be accepted 
for this role. 
 
Headway East London is an Equal Opportunities Employer and we are committed to ensuring that all staff are 
motivated, skilled and rewarded by their work. We welcome applicants regardless of race, religion or belief, colour, 
national origin, sex, sexual orientation, disability, age and other protected status as required by law. We promote and 
protect human rights; they are the foundation of what we do. We are focused on equality and believe that all the 
fascinating characteristics that make us different, make us more able to deliver our life-changing work with passion 
and creativity.  

If you would like further information about the role and Headway East London, please contact Thomas Alexander via 
email at: thomas.alexander@headwayeastlondon.org or call on 020 7740 7790. 
 

No agencies please. 

 

 

 

 

 

How you will work 
 
• In a way which promotes diversity, equality of opportunity and anti-discriminatory practice in line with 

Headway’s Equal Opportunities Policy. 
• Operate at all times in a way that is consistent with Headway East London’s legal responsibilities including, data 

protection, health and safety legislation and guidance, seeking specialist guidance where appropriate 
• Work in accordance with Headway East London’s aims and objectives and policies and procedures and to 

promote a positive image of the organisation and its members. 
• Undertake such other duties as may reasonably be required, commensurate with the level of the post.  


