KATHARINE HOUSE RETAIL
JOB DESCRIPTION



Area of Work:
Retail Department
Hours :                   
37.5 hours per week
Responsible to:
Online Manager 
Liaises with :          Retail and Trading Office, Shop Managers, Retail Volunteers,        

                                 Fundraising Department, Finance Department, Voluntary     

                                 Services Department 
Mission

“TO OFFER THE BEST CARE SO THAT PEOPLE IN OUR COMMUNITY AFFECTED BY PROGRESSIVE ILLNESSES CAN LIVE THEIR LIVES TO THE FULL”

Department Objectives
Katharine House Hospice provides all its services free of charge to patients and their families. In order to do this funds need to be raised, Katharine House Retail is key to this, maximising the funds it can raise through the sale of donated items and other merchandising.
Role within the Department
The Online Assistant Manager will assist the Online Manager to establish and manage an eBay shop as an additional medium for the selling technological items to run alongside the current eBay operation, as well as developing an Amazon Books style project. The Online Assistant Manager will deputise for the Online Manager in their absence.   

In all areas, the post-holder will have the support of the Online Manager, Retail Area Managers and the Retail General Manager.  

Katharine House Hospice believes in providing appropriate training and development for all staff and the post holder will be encouraged to attend appropriate courses, both internal and external.  A comprehensive induction programme is provided.

The post holder will carry out her/his duties according to the philosophy of Katharine House Hospice, acting at all times in such a manner as to justify public trust and confidence and to safeguard the interests and confidentiality of individual patients and their families. 
KHH is a no-smoking organisation.

This is a new post and thus the holder should expect the role to be reviewed at regular intervals.  The job profile may change as the role is developed. 

The post-holder should at all times be aware of the confidential nature of the work of the KHH. This job description will be reviewed as part of the post holder’s annual appraisal.

Function and Responsibilities

KEY TASKS

· Assist in establishing effective stock management processes and ensure they are strongly controlled.  

· Assisting to Manage and grow our current eBay operation.

· Incorporating knowledge of designer and high end technology and enhance eBay shop and manage it to produce agreed income targets. 

· Assist in the setting up and running of the Amazon accounts in Stafford for the online sale of books and media.

· Act as emergency management cover for any shop in need.

· Be prepared to act as trouble shooter in any shop as required.

· Help select and recruit new volunteers for the online operations.

Personal/Professional

·  Participate in annual appraisal and personal development planning
·  Attend relevant meetings as appropriate.
Full and clean driving licence required 

Responsibility for Health and Safety  

The post holder will be expected to create a culture and environment in which risk management and health and safety are embedded at all levels within the location to ensure the delivery of high quality, safe retail operation in accordance with the Katharine House Hospice Health and Safety Policy
Understand the fire regulations and action to be taken in the event of fire.

Report any accidents / incidents at work and record adverse comments as appropriate.

General Induction Requirements

To attend an Induction Training Course held at the Hospice.

Post Holder Specific Training Requirements.

To attend any training courses relating to the development of this position.
To attend all statutory training.
To wear all statutory PPE.
Smoking

Katharine House operates a no smoking policy for all premises.

Smoking is not permitted in Katharine House vehicles at any time.

Job Description Revision

The post holder should be aware that this job description is expected to alter at review meetings. As the Organisation develops the job description will change to reflect the needs of the business.

PERSON SPECIFICATION – Online Assistant Manager
	
	Essential
	Desirable

	Qualifications

·  Good general education with high levels of literacy and numeracy

	
	


	Experience & Knowledge
· Previous management experience
· Previous on line selling experience

· Experience working with volunteers
· In depth knowledge of designer and high end technology items
· Working knowledge of Word, Excel and email
· Proven experience of working effectively in a team.
	



	




	Skills and attributes

· Excellent interpersonal skills
· Good persuasive and negotiation skills
· Excellent organisation skills

· Effective written and verbal communication
· Good administrative record keeping & filing skills
· Excellent customer service skills

· Able to work accurately with excellent attention to detail
· Strong management skills


	




	





	Other

· Equal ability and desire to work on own initiative as well as part of a team
· Excellent telephone manner
· Flexible and adaptable
· Ability to prioritise effectively
· Commitment to KHH mission and aims

· Ability to maintain confidentiality

· Commitment to actively participate in all future planning for the development of the Retail department within KHH


	










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