JOB DESCRIPTION

JOB TITLE:			Retail Shop Assistant

DEPARTMENT:		Retail

RESPONSIBLE TO:	Retail Shop Manager
PRINCIPAL PURPOSE OF JOB
You will be responsible for assistance in the running of the charity shop which will include the management of volunteers, stock management, merchandising, health & safety and financial procedures.   
The role involves assistance in the ongoing recruitment and training of a motivated team of volunteers.
You will be working closely with the Shop Manager to maximise sales and impact of the shop, while upholding organisational values.
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SPECIFIC DUTIES AND RESPONSIBILITIES
· Assisting with management and delegation of work to volunteers, providing supervision to ensure performance.  
· Using your merchandising and display management skills to create an inviting and well-presented charity shop along with the guidance of the shop manager.
· Pricing clothing according to the pricing structure for your shop, ensuring maximum income for St Luke’s Hospice and a good price for the demographic of your shop.
· Championing our Gift Aid scheme with all donors in the shops, explaining the scheme and asking everyone that donates if they’re a UK taxpayer.
· Compliance with retail and organisational policy and procedures, including HR and employment legislation, trading standard regulations and raising awareness and understanding of security procedures with all our people (staff, volunteers and visitors).
· Ensure, so far as is reasonably practical, the health, safety and well-being of staff, volunteers and others who may be affected by shop activities.
· Act as a key holder to the shop unit within procedural guidelines with effective training.
· Develop and maintain an in-depth knowledge of St Luke’s Hospice, its aims and objectives, service, culture and funding requirements.  
· Strengthen and promote the St Luke’s Hospice brand through actively supporting and promoting all organisation initiatives/campaigns.
· Monitor building structure and appliances and alert retail administration office of any potential problems/non-compliance, in the absence of the Shop Manager.
· Assist in the testing of fire alarms, emergency lighting and carrying out regular fire practices in the shop, taking responsibility in the absence of the Shop Manager.
· Assist in the control of stock density and rotation, including the receipt, sorting, steaming, preparing, and pricing of donated items for sale to ensure the highest possible flow of goods to shop floor, display and resale value of donated stock.
· Carry out scheduled stock takes, counting all purchased stock and submitting accurate counts.
· Ensure all relevant administration is completed within the agreed timescales, including cash handling, daily banking and security procedures.
· Embrace the change and development of new technology in the shop, encouraging volunteers to attend up skilling sessions, where available.
· Attend training courses as required, keeping abreast of industry standards, linked action plans & objectives. 
· Support our ecommerce department by forwarding high value donations which enable higher sales value where appropriate.
· Work across the Retail Department and wider organisation as appropriate, providing support in shops as required and promoting the one team ethos where you work together with colleagues to provide exceptional service.
· 



COMMUNICATION AND RELATIONSHIPS
· Ensure high levels of customer service are maintained, through quality of service and dealing with enquiries and complaints effectively and efficiently and leading by example to colleagues.
· Open communication with all our people (staff, volunteers and visitors), building relationships and delivering excellent service to all.
· Flexibility is key in your approach to supporting colleagues across retail and the organisation.
· Work closely with the Retail Department to ensure customer and shop needs are met on time
KNOWLEDGE, TRAINING AND EXPERIENCE
· Experience of working for a charity
· Experience of working in a retail environment 
· Provision of excellent customer service
· Cash handling 
· Use of EPOS systems
· Educated to GCSE or equivalent in Maths and English (A-C)
· Computer literate
PHYSICAL SKILLS
· Physical strength is required for manual lifting, sorting and movement of stock daily.
PHYSICAL
This role will demand the movement of stock on a daily basis.
You may be asked to provide cover in other shops, from time to time, as far as is reasonable.
HEALTH, SAFETY & WELLBEING
· St Luke's Hospice is committed to providing a safe, healthy and supportive environment for everyone who comes into contact with our services, including patients, families, carers, visitors, employees, volunteers, contractors and members of the public. All employees and volunteers are responsible for taking reasonable care of their own health, safety and wellbeing, and that of others who may be affected by their acts or omissions. Individuals must comply with Hospice policies, procedures and standard operating procedures (SOP's); participate in mandatory training; use equipment and resources safely; report hazards, accidents, incidents, aggression, property damage and near misses; and co-operate with the Hospice in fulfilling its legal, regulatory and organisational responsibilities.
· Those with management or supervisory responsibilities are additionally expected to promote a positive safety culture, ensure appropriate risk assessments and control measures are in place, provide suitable training and supervision, and support the ongoing health, safety and wellbeing of employees and volunteers. In carrying out these responsibilities, all individuals are expected to uphold the Hospice values of Compassion, Respect, Integrity and Professionalism, ensuring that safety and wellbeing remain fundamental to everything we do.

GENERAL ATTRIBUTES
To work flexibly
Ability to use IT packages and EPOS systems
Good written & numerical skills
Proactive with ability to use own initiative
Excellent communication skills
Good interpersonal skills
Maximise customer satisfaction
Focused and motivated
Professional and amenable at all times








VALUES 

   
Compassion - being present for others, without judgement, giving time to listen and care when needed.     
   
Respect - for others, both inside and outside of St Luke’s, is fundamental in truly embracing diversity, respecting the breadth of cultures, values and traditions and understanding the negative impact this can have when respect is missing.    
   
Integrity – Being honest, transparent and reliable.   
   
Professionalism - striving for excellence in everything you do.  This may be set through high standards and challenging ourselves to do better.     
   
BEHAVIOURS
   
Working together - truly part of St Luke’s, striving for team goals to provide the best service and encouraging confidence in colleagues.    
   
Taking responsibility – where you are self-motivated and consider what needs doing and when to work with others to do it.  Able to work under pressure whilst being responsible for your own thoughts and behaviours.   
   
Being authentic – Being true to yourself, characterised by transparency and trust.  You must be positive and realistic about your abilities, ‘doing as we say’ with good verbal communication.   
   
Embracing change - as an organisation we need to be adapting to our environment and seeking to continuously improve, which will mean embracing change.   
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