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Area of Work:
2-4 Princes Street Stafford ST16 2BN
Responsible to:
Online Manager 
Mission

“We help local adults with complex, progressive illnesses from diagnosis to the end of life through free, high quality, specialist palliative care, advice and guidance, and we support those close to them”
Department Objectives

The Online Retail Assistant 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 operations, as well as developing an Amazon Books style project. The Online Retail Assistant will deputise for the Online Manager in their absence. 

Roles and Responsibilities 

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

· Assisting to 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.

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

Personal/Professional

· Attend relevant meetings as appropriate.

Health & Safety  

· Take all measures to ensure the safety of staff, volunteers, customers, supporters and visitors in accordance with the organisation’s Health and Safety Policy.

· Have an understanding of the fire regulations and action to be taken in the event of fire.

· Report any accidents or incidents in the department, recording adverse incidents as appropriate.

Full and clean driving licence desirable 

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.

The post 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.

General Induction Requirements

Introduction to the building

Fire procedures

Health and Safety

Policies and Procedures
Key Competencies and Skills Requirements
Qualifications

Essential                                       Desirable 
None      


           A retail background 
A retail background


Experience with online retail platforms 

Competencies

Essential
· Having a friendly and engaging personality

· Comfortable working with members of the public

· Should have a confident manner

· Must be helpful and polite and of smart appearance

· Due to the range of goods processed, this is a  physically demanding role and there may be a requirement to lift large amounts of stock to include items of furniture

· You should have a comprehensive understanding of your area of sales

· Able to work as part of a sales team

· Be flexible, approachable and available

· Ability to use a till

· An understanding of the importance of H&S legislation & a willingness to attend & successfully pass a relevant H&S induction

Desirable

· Own adequately insured roadworthy vehicle 
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 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 Retail Assistant 
	
	Essential
	Desirable

	Qualifications
· Good Basic Education


	
	

	Experience
· Retail background

· Flexible approach to work

· Working/volunteering in the charitable sector

· Experience with online retail platforms

	


	





	Skills and attributes
· Organisational skills

· Able to communicate with others

· Able to liaise effectively

· Able to multi task

· Able to work to deadlines

· Self-motivated

· Attention to detail


	






	


	Other
· Flexible attitude

· Positive attitude

· Team Player

· Good interpersonal skills

· Pride in your work

· Own transport


	










	
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