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JOB DESCRIPTION

1. JOB DETAILS

Job Title: 
Furniture Shop Assistant
Hours: 
20 Hours per week (part time)

Over 5 days (to include Sundays)

Department:

Retail 
Reports to: 

Shop Manager

Accountable to:
Shop Manager

Tenure: 


12 Month Fixed Term Contract 
2. JOB PURPOSE 
To support the Shop Manager, with the aim of maximising sales and profit, whilst encouraging goodwill towards the hospice and its shops through professionalism and good practice. 
3. DIMENSIONS
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4. ORGANISATION CHART


(Please see attached)

5. DUTIES 

· To assist the Shop Manager in ensuring that all Rowcroft’s administrative and financial procedures are followed, including banking, EPOS reconciliations, stock orders and Distribution returns. 
· To ensure the sorting area is manageable and organised throughout the working day, maintaining stock generation by steaming, tagging and pricing.

· Promote the public image of Rowcroft through excellent customer service and good practice.  

· Working on the till when necessary.

· Working on Managers’ instructions to achieve maximum sales through careful selection of goods and prices to ensure targets are met.

· Working with the Manager to ensure the shop’s visual standards are consistently excellent.
· Maintain a clean and tidy shop with particular emphasis to areas where customers have access and to ensure that in all areas Health & Safety Regulations are adhered to.

· Occasional lone working, when necessary.

· Operation of Café within shops (if applicable) including preparing food and beverages, stock rotation, maintaining basic food hygiene.

· If applicable, cleaning down kitchen including cleaning out fridge/freezer, microwave, coffee machine, sweeping and mopping floors, emptying bins. 

6. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Shop Manager
· Assistant Manager
· Customers

· Volunteers

· Associate Director of Retail

· Retail Area Manager

· Retail Distribution Manager

· Retail Business Analyst

· Hospice Staff

7. KEY RESULTS AREAS

· To proactively contribute to the success of the Retail Department.

· To work harmoniously and cohesively with colleagues and volunteers.
8.   
AUDIT CLAUSE


All members of staff are expected to participate in audit assessments as appropriate.

9.
INFECTION CONTROL CLAUSE

Infection Control is everyone's responsibility.  All staff, both clinical and non clinical, are required to adhere to the organisation's Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.

 

All staff employed by Rowcroft Hospice have the following key responsibilities:

 

· Staff must decontaminate their hands prior to and after direct patient care or contact with the patient's surroundings
· Staff members have a duty to attend mandatory infection control training provided for them by the Hospice
· Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.

10. 
PERSON SPECIFICATION 


(Please see attached)
11. 
JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE


	Qualifications, special training and general intelligence
	· Good standard of education
· Adequate numeracy skills
· Have a full understanding of what is meant by exemplary customer service and evidence of delivering this consistently
	· Previous experience of merchandising

	Knowledge and skills
	· A good understanding of fashion and fashion trends
· A general understanding of the value of donated goods
· Experience of cash handling 
· Proven customer service skills
	· Knowledge of EPOS
· Knowledge of computers

	Experience


	· Some experience working in a customer facing role

· Experience in café operations or a catering environment (if applicable)


	· Previous involvement in the voluntary sector/working with volunteers
· Previous retail experience

	Personal Requirements e.g. communication, interpersonal
	· Good interpersonal skills and enjoy working in a busy environment
	· Desire to work for a charitable organisation
· Good sense of humour

	Other requirements 

	· Ability to move/lift bags of donated goods/furniture when necessary
· An understanding of manual handling
	· An understanding of Gift Aid

· Ability and willingness to travel around the allotted area
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