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ROLE DESCRIPTION

‘Happy to talk about Flexible Working’
	Job Title:

	Volunteer stock and sales Assissant

	Department:

	Retail

	Reports to:


	Site specific shop manager (16 locations)


Job Purpose

	As a Stock & Sales Assistant you will help the shop management team create a well-presented shop where customers get great service. You will assist in sorting and preparing stock ready for sale, and be trained in delivering an excellent customer experience on the shop floor and at the till point to both our customers and stock donors. You will be encouraged to use your creative flair to enhance stock presentation and become fully involved in assisting with retail fundraising activities to generate extra income. You will assist in maintaining a safe and friendly work environment for existing shop volunteers and support the recruitment and training of new ones.


Main Duties and Responsibilities 

	Customer Service

· Welcoming and assisting customers, providing service to the highest standard  

· Ensuring all donors are thanked and feel valued for their contribution
· Ensuring all eligible donors are invited to join the gift aid scheme as per HMRC (tax) guidelines
Stock preparation 

· Helping sort, clean, steam, tag, price, display and rotate stock following shop guidelines  

· Identifying collectibles / antiques and highlighting these to the Manager
· Applying gift aid to applicable donations 
Display and merchandising

· Creating attractive shop floor displays  

· Creating eye-catching window displays  

Till operator 

· Dealing with customer purchases, cash handling and operating the till  
· Assisting the managers in ensuring stock and cash security  
· Capturing gift aid at the point of sale

Promoting fundraising activities
· Assisting the managers in actively promoting in house fundraising events (sale events, tombola’s, shop parties etc.)
General Housekeeping 

· Keeping the shop clean, tidy and well stocked  
· Taking a shared responsibility for the cleanliness and maintenance of communal areas (bathroom, staffroom)
Other
· Promoting public understanding of the work of the Hospice and the importance of raising funds through the shop and the difference it makes  

· Undertaking and completing all training required for the role 
· Establishing great working relationships with existing shop volunteers and supporting the recruitment of new volunteers and their subsequent training 


General Duties 

	Confidentiality 

· All Volunteers are required to uphold the confidentiality of all information records in whatever format, encountered in the course of Volunteering and after it.  

· All Volunteers are bound by the requirements of the General Data Protection Regulations when, in the course of their employment, they deal with information records relating to individuals
Equality and Diversity 

· The Hospice is committed to promoting an environment that values diversity. All staff are responsible for ensuring that they treat individuals equally and fairly and do not discriminate on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex and sexual orientation.  The Hospice expects all staff to behave in a way that recognises and respects diversity in line with the appropriate standards.

Health and Safety

· All Volunteers have a responsibility under the terms of the Health and Safety at Work Act1974 to protect and promote their own health and that of others in the workplace

· All Volunteers must comply with all Hospice Health and Safety Procedures 
Infection Control 

· The prevention and control of infection is the responsibility of everyone who is employed by the Hospice. Volunteers must be aware of infection control policies, procedures and the importance of protecting themselves and their clients in maintaining a clean and healthy environment.
Information Governance 

· All Volunteers are responsible for ensuring they undertake any training relating to information governance, read the Hospice’s policies, procedures and guidance documents relating to information governance, and understanding how this affects them in their role.  

Safeguarding Children, Young People and Vulnerable Adults

· The Hospice is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  All volunteers are therefore expected to behave in such a way that supports this commitment.
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