
Referrals Manager  
 

Hours: 21-37.5 hours per week 
Salary: up to £24k depending on experience  
Based: First Days Warehouse, Wokingham (Fishponds Road) 
Reports to: CEO 

 
About First Days:  
 
First Days was started in 2013 in response to needs in the local community in Berkshire. Quite simply: 
there were people with stuff they didn't need and people who desperately needed it. The charity grew 
very quickly and now, nearly eight years later we have staff and volunteers and have helped over 10,000 
children, and distributed over 250 tonnes of donated goods. 
 
Our aim for the charity is very clear: we want to close our doors because no one needs our service 
anymore. 
 
However, with 4.5 million children living in poverty in the UK we actually need to do the opposite - we 
need to respond to the demands for our service and continue to help as many children as possible.  
 
What do we do?  
 
First Days reduces the long term effect of poverty on children by equipping them with the essential items 
they need for their early years and at school.  
 
Why do we do it?  
 
Evidence from the Child Poverty Action Group shows that when children, in both their early years and at 
school, feel that they are equal to their peers they achieve more, do better in exams and can get better 
jobs.  
 
We know - as a small charity - we can’t change the root cause of the situations that families find 
themselves in, but we can help the children who are victims of a childhood in poverty to feel more equal 
to their peers. We believe that all children deserve the same start in life, and our part of that is ensuring 
they have everything they need materially.  
 
How do we do it? 
 
Every year we reuse and recycle over 40 tonnes of donated clothes, school uniforms, equipment, furniture 
and toys and get them to the people who need them the most. 
 
 
About the role:  
Who we are looking for? 
 
We are looking for a highly organised person to join our small management team. This important front line 
role is vital to the personal, effective and professional support our referrals and families are used to.  



 
This is a hands on role, which requires you to be able to manage teams, relationships with stakeholders, 
internal systems and processes as well as physically prepare orders for distribution in our warehouse. The 
role is based in our warehouse in Wokingham (Fishponds Road), but some home working for the less 
physical aspects of the role will be considered. This role requires you to thrive in a busy, evolving, 
energetic and fun environment!  
 
We are keen to make sure we find the right person, so the hours are flexible and we will consider part 
time or full time for the right person. We would also consider a job share. 
 
Initially this role has a 12 month fixed term contract, with a view to extend to a permanent contract when 
funding is confirmed.  
 
Main responsibilities:  

● Managing the referrals team of three part time staff and a growing team of volunteers to deliver a 
fast, efficient and high quality service to our referrers.  

● Managing all of the outgoing items from First Days, working closely with the Warehouse and 
Donations Manager to manage stock levels and source items we don’t hold in stock. 

● Take responsibility for the First Days CRM system for managing referrals into our service.  
● Managing relationships with the professionals who refer into our service, occasionally attending 

their meetings and presenting our work to them.  
● Managing the delivery service (couriers and volunteer drivers) 
● Physically pick, pack and assemble packages for families as part of the referrals team. 
● Attend meetings with the First Days management team and contribute to the overall strategy and 

direction of the organisation.; represent First Days at local events where necessary.  

Experience required:  

● A knowledge, empathy and understanding of the issues faced by parents with low income or who 
are living in poverty and the effect it can have on children. 

● A good working knowledge of baby, children’s and teenagers clothes, school uniforms, equipment, 
furniture and toys in order to appropriately allocate items to families.  

● Ability to manage a team of staff and volunteers. 
● Be comfortable working with email and all microsoft office programmes as well as databases.  

 
We particularly encourage applications from black and minority ethnic groups and under-represented 
communities.  
 
Applications can be made via a covering letter and CV to Emma Cantrell via emma@firstdays.net.  
 
The start date for this role is as soon as possible, we anticipate a high volume of applicants and reserve 
the right to close the application window early should we receive a suitable number of high quality 
candidates earlier than the advertised deadline of 31st July 2020.  
 


