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Job Title:


Sales Co-ordinator
Responsible to:

Restore Manager
Place of Work:
Terminus Road, Chichester. 
Job Purpose

To assist in maximising the income through sales, including online sales, of Stonepillow Restore by using commercial decision making and creative flair.
· To provide excellent customer service
· To maintain the sales desk, customer sales and telephone enquiries

· Manage Restore and on line sales listings
· Contribute to maintaining high levels of merchandising and housekeeping
· Manage stock process to ensure correct density levels and stock rotation

· Promote seasonally appropriate stock

 Main Duties

· Providing an exemplary customer service to all users of the Restore Project.
· Credit card and cash handling, refunds and reconciliation

· Book collections and deliveries

· Deal with and resolve customer complaints in a timely and professional manner.

· Respond to telephone and e-mail enquiries.
· Contribute to stock pricing according to guidelines

· Assist in maintaining a calm, controlled and accepting environment. 
· Support other members of the Restore team in providing opportunities for our Volunteers.
· Provide additional support to the Stonepillow Restore Team when necessary.

· To represent Stonepillow positively and professionally at all times.

Equal Opportunities

· Ensure compliance with the organisation’s Equal Opportunities policy and relevant legislation.
Data Protection

· Work within our Data Protection Policy and an agreed confidentiality policy with protocols governing information sharing 
Health and Safety 
· Ensure compliance with and the promotion of the Association’s Health & Safety policies and legislation.
Confidentiality

· This policy covers all Stonepillow employees and volunteers, all of whom will be required to sign a confidentiality agreement. Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under staff Disciplinary Procedure.
Appointment to this position is subject to satisfactory enhanced disclosure via the Disclosure and Barring Service.
Signed …………………………………….
Date…………………………………………

February 2017
