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Hospice and Wellbeing Care





Retail E Commerce Volunteers 
Role description 
Last updated: 10 January 2024 

	Post: 
	Retail E Commerce Volunteer

	Responsible to:
	Furniture Shop / E Commerce Manager

	Reports:
	

	Salary Band: 
	Unpaid

	Hours of work: 
	Unspecified - Monday – Sunday


Job purpose


Working within the philosophy, objectives, policies and procedures of Woking & Sam Beare Hospice the key responsibility of this post holder is to create engaging listings on our E-commerce platform, selling donated goods to generate maximum income for the charity. 
Supporting the smooth and efficient operation of the ecommerce team, preparing products for photographing, researching items, and packaging of products. 
Responsible for a variety of ad hoc duties, including researching donations and packaging orders. This role will include assisting with sorting donations, general housekeeping, and supporting the team in achieving the department targets and providing the best possible customer experience.  
The successful candidate will need to be focused, hard-working individual who works well within a small team, but also independently to meet personal targets. 
A specific interest in fashion is desirable to assist the Ecommerce Manager with projects involving other online retail opportunities.

As with all our Retail staff and members of the E commerce team,  you will have a responsibility whenever customer facing to ask tax payers to complete a Gift Aid Declaration Form, so that the charity can claim an extra 25% on the value of the goods sold. 
Key Responsibilities
1. Working in the Shop
· To support the shop’s Manager and ecommerce team in the achievement of the shop’s set sales target.
· To ensure that all Health & Safety and Fire Safety best practices are adhered to and to report any incidents, near misses and complaints in accordance with the Hospice’s policies and procedures. 

· Act as an ambassador for Woking & Sam Beare Hospice and promote our charity values.
· Promoting customer sign up for Gift Aid, ensuring all administrative procedures are followed [full training will be provided].

· Support in managing goods donated into the shop.
· Supporting the ecommerce team and ensuring that all donations are researched, photographed in a logical and coordinated way, to agreed standards, in a manner that is attractive and accessible to customers as directed by your line manager. 

· Undertake other specific tasks as requested by your line manager from time to time.

2. Stock Flow
· Help with incoming donations, volume, quality and working closely with the ecommerce team.
· Ensure all elements of health & safety are followed, fire exits and pathways cleared, and there are no trip hazards, especially at busy times. 

3. Staffing & Training
· To complete the mandatory training.
· Ensure policies and procedures are adhered to at all times.

4. Skills
· Good communication skills

· Attention to detail

· Experience in ecommerce

· Excellent customer service skills.
5. Health & Safety and General Support Duties 
· Ensuring we are compliant with all Health & Safety and Fire Regulations is the responsibility of every member of Hospice staff and volunteer. To support ensuring we are compliant with legislation an important part of your role will be to ensure shops are not carrying too much stock that could block a fire exist or create a trip or other hazard. 
· You will need to complete relevant training to your role.  These include but are not limited to moving and handling, fire safety and principles of Health & Safety.
Core Values

Caring and compassion 

We will care with compassion, communicate with honesty and sensitivity, facilitate understanding and choice and ensure both respect and dignity.

Accountability

We will dedicate ourselves to safeguard and support our patients, their families, our volunteers and our staff by working to the highest professional and ethical standards.

Respect 

We will respect all regardless of their ability, age, gender, race or sexual orientation and we will not tolerate prejudice of any kind.

Excellence
We will remain committed to continual learning and development to ensure we deliver excellence in all that we do
Personal Specification 
	Criteria
	Essential
	Desirable

	Qualification


	· Good numeracy and communication skills.
	· Retail sector relevant training and qualifications

	Experience


	· Working within the retail/ service sector with particular regard to customer service

· Working in a team environment
	· Experience of working with volunteers
· Understanding of the potential value of donated items

· Experience of how to create a positive buying experience
· Charity sector experience or prior experience of working in charity retail

	Knowledge and skills


	· Able to meet the needs of customers and donors in order to maximize sales in the Hospice’s shops 

· Basic IT skills

· Good customer interface and excellent verbal communication skills
	· Understanding / interest in current trends and fashion
· Knowledge and understanding of Health & Safety and Fire Safety regulations and best practice

· Understanding of Gift Aid and why this can make a significant difference to increasing income



	Other requirements
	· Personable with excellent interpersonal skills

· Able to present a professional image

· Committed to supporting Woking & Sam Beare Hospice in their role of provision of Palliative Care to our community

· Flexible approach to working hours/days

· Working in other shops as required

· There will be a need to lift, on a frequent basis, items of various sizes and weights
	· An eye for detail and ability to create attractive window displays 


Training and Development

Team:

· To share best practice with colleagues, especially in relation to new approaches to work. 

· To contribute to the effective development of the team, providing personal support where needed.

· To actively contribute and suggest on how improvements could be made to improve the work load if necessary.

· To provide continuity of service in respect of colleagues being on annual leave, sick leave, etc.

Personal:

· To develop effective relationships with colleagues and be aware of personal style.

Research:

· To actively contribute to, and take part in, any quality measuring systems that the hospice may put in place with regard to the area of your expertise.

This job description is current and subject to yearly review in consultation with the job holder. It is liable to reflect and anticipate necessary changes to support the hospice strategy. 
This job description is underpinned by the Woking & Sam Beare Hospices philosophy, culture and core values, which actively promote a total team spirit, the aim of which is to ‘be the best’.   
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Signed by on behalf of Woking and Sam Beare Hospices: 

____________________________________________________ Dated: ______________

Signed by volunteer:

____________________________________________________ Dated: _______________
Print Name: ___________________________________________
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