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LONGFIELD

Community Hospice




Shop Volunteer Role Profile
	Title:
	Shop Volunteer

	Department:
	Retail

	Reports to:
	Shop Manager/Deputy shop manager /Relief Manager

	Aim of role:
	To undertake a range of responsibilities within the shop to ensure Longfield’s retail stock is well presented, replenished and sold

	Time commitment:
	Ideally a regular commitment.  To be discussed on an individual basis with the shop manager/deputy shop manager. 


Tasks and activities 
To work with the manager/deputy on mutually agreed tasks, including some or all of the following:

· Handling incoming donations and stock
· Till work (if appropriate) and Gift Aid 
· Providing excellent customer service 
· Sorting books, DVDs/CDs, jewelry, clothing and other general items   

· Steaming donations of clothing (if appropriate)

· Ticketing items if required, under guidance of shop management

· Assisting with the movement and display of items if required 

Commitments
· To inform the Shop Manager in advance of any planned absence so they can arrange cover
· To undertake training as appropriate for the role

· To report any Health and Safety or any other risks /issues to the manager
· Undertake any other reasonable and appropriate activities
Skills & personal qualities
· Essential Qualities:

Volunteers working within the Longfield Shops team should be:

· Honest and tactful
· Willing to work as part of a team.

· Be able to be flexible and adapt to the needs of the shop on a given day

· An ambassador for Longfield and be able to direct potential users of our services to the relevant person.

· Willing to undertake training to work with tills, and other tools essential to the job, role that are agreed with the shop manager.
· Reliable and conscientious 
· Fit to carry out the role.

Selection process 
· Volunteers will meet with the Shop manager / deputy in the first instance to discuss previous experience and suitability for role/ availability.
· If the shop manager/deputy has a suitable vacancy, and suitable shifts can be offered, volunteers should undertake a trial period of a few shifts over a few weeks, after which a decision will be made on whether to pursue the application further.  
· All candidates will then be required to complete an application form and provide the name and address of two suitable referees.
Dress code 
· Smart/casual   
· A volunteer badge must be worn.

Training & support 
Full training and support will be given to help you feel comfortable and confident in your role and the tasks you’re undertaking.  Your training will include:  

· Individual Shop induction 
· Attending our ‘Introduction to Longfield’ training (at Longfield or via Zoom) 
· Information Governance
· Equality and Diversity 
· Safeguarding Adults Level 1 
· GDPR Awareness
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