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Job Description

	Job Title
	Retail Sales Assistant

	Department
	Retail

	Hours
	7.5 hours (1 out of 7 days).  This may include working on a weekend or bank holiday)

	Responsible to
	Shop Manager

	Responsible for
	None

	Location
	Tadpole Garden Village shop - you may also be required to work at any of our other Prospect Hospice locations and be requested to work additional hours/days where resource cover is required


About Us

Since 1980, Prospect Hospice has provided dedicated end-of-life care service for people living in Swindon, Marlborough and northeast Wiltshire. We bring care, comfort and confidence, around the clock, every day of the year. Our aim is to provide excellent, personalised and compassionate care for everyone in our community who is affected by a life-limiting illness. We work in close partnership with other organisations – specifically with local health and social care professionals – as well as local people. Working within our community allows us to lead, provide and influence care so that anyone affected by a life-limiting illness has access to the best possible support when and wherever they need it. 
Our Vision, Mission, Strategic Priorities and Values

Our vision is a community where death is no longer a taboo and everyone lives and dies well. 
Our mission is that we will work with and through others using our skills and expertise so that people have choice and support at the end of their life. 

In order to make these a reality we have developed four strategic priorities which give direction to all that we do. Our values, guiding the work of the hospice focus on six areas. These apply to all who work on behalf of Prospect Hospice, including trustees.
	· Secure the continuity of Prospect Hospice charity for our community for generations to come

· Take pride in being a great place to work and thrive

· Deliver bespoke specialist care that supports dignity and choice

· Use our expertise to educate and influence the delivery of excellence in end-of-life care


Our Team
We currently have 18 shops in Swindon, Marlborough, Pewsey and the surrounding areas. Each shop has a manager and assistant shop manager supported by a team of volunteers. Our shops are at the heart of the charity and our community, raising vital funds and increasing public awareness of the incredible work we do.
Main Purpose & Scope

The prime purpose of this role is to assist the Shop Manager and Assistant Manager with the day-to-day shop operations, contributing to maximising the income the shop makes for the hospice across multi-sites.  

This includes ensuring that the right products are identified to appeal to the location’s existing customer base and are visually merchandised to attract new customers into the shop.  Visual merchandising standards to be of the highest standard, reflecting the brand values of Prospect Hospice. The ideal candidate will be an active and important element in the day-to-day operational running, and decision-making, for the shop. 
Key Accountabilities and areas of responsibility
· Responsibilities will include but will not be restricted to:

· Sales: to be part of the team and take an active role in building the sales, achieving the daily targets, taking every opportunity to increase sales through stock rotation, and processing.

· Volunteers: To actively support the recruitment of new volunteers, working alongside the present team.

· Customer service: Provide excellent customer service to all of our donors, customers and staff, to give a positive experience of Prospect Hospice and help to ensure repeat support.

· Gift Aid: Take every opportunity to increase our GA income, through correct processing of stock, donor sign up and responding to donor queries.

· Stock: Process stock to our expected standards, price according to the price guide and attractively merchandise items to maximise potential revenue.

· Cash handling:   Adhere to all procedures for till processing and cashing up, to ensure a safe environment for all team members. 

· Security: Be aware of security and Health & Safety at all times, to provide a safe environment for both people and stock. To be a key holder when the situation demands.   

· Manage housekeeping duties to maintain a clean and tidy environment.

· Keep updated, and comply with, Prospect Hospice’s Policies and Procedures and/or any regulatory requirements.

· Undertake any reasonable task as directed by your Manager, the Head of Retail, Retail Team Leader or any other member of the management team, as may be deemed appropriate within the scope of the job.

· Complete all required training as required by Retail, Hospice Management and/or HR.

· Provide cover and support across our different stores in the absence of the Shop Manager or Assistant Shop Manager.
Key Contacts
· Shop Manager

· Assistant Managers

· Head of Retail

· Retail Team Leader

· Distribution Centre staff
Equality, Diversity and Inclusion
We are committed to creating a truly equal and inclusive workplace, and we value diversity of thought, ability and individuality. Ours is a learning culture. We know that we can only retain our position at the forefront of excellence in end-of-life care by learning, reflecting and innovating, and we expect all our people to pursue continuous professional development. 

This applies to both service delivery and to our own people practices. You will be willing and able to demonstrate commitment to our equality, diversity and inclusion policy and practices at all times.

Safeguarding

It is the responsibility of the post holder to ensure up-to-date knowledge of and to follow the legislation and guidance regarding Safeguarding Adults and Children as stated in the Hospice Safeguarding Policy. This applies to all staff and all staff should ensure that they are aware of their responsibilities and attend the mandatory training as required.
Health and Safety

Under the provisions of the Health and Safety at Work Act 1974, it is the duty of every employee to: 
· To take reasonable care of themselves and others at work

· To co-operate with the Prospect as far as is necessary to enable them to carry out their legal duty

· Not to intentionally or recklessly interfere with anything provided, including personal protective equipment, for health and safety or welfare at work.

Infection Prevention and Control

All staff are expected to comply with infection prevention and control policies and for protecting themselves and others against infection risks and ensuring a clean safe environment is maintained. Whether you are in a clinical or non-clinical role you are expected to comply with current infection control policies and procedures and to report any concerns or issues to your line manager. All staff undertaking patient care activities must attend infection control training and updates as required by the hospice. 
Person Specification
	Criteria Category
	Requirements
	Essential (E)

Desirable (D)

	Education and Qualifications


	Good standard of general education including maths and English GCSE or equivalent
	E

	
	As the post-holder is required to be a key-holder, applicants must be over the age of 18
	E


	Criteria Category
	Requirements
	Essential (E)

Desirable (D)

	Experience and Knowledge 
	Retail/merchandising/display experience


	E

	
	To have an interest/knowledge of fashion and trends in retail
	E


	Criteria Category
	Requirements
	Essential (E)

Desirable (D)

	Skills
	Confident with good interpersonal skills, including customer service and relationship management
	E

	
	Ability to work as part of a team and on own, using initiative when required
	E

	
	Competency in IT (e-mails, MS Office Word as minimum)
	E


	Criteria Category
	Requirements
	Essential (E)

Desirable (D)

	Personal Qualities
	Commitment to and ability to demonstrate Prospect Hospice values and behaviours at all times
	E

	
	Have a track record of working inclusively and a genuine appreciation of the value of diversity
	E

	
	Able to maintain the highest professional standards at all times, and act as a true ambassador for the Hospice and encourage others to do the same
	E

	
	To be authentic, open honest and transparent


	E

	
	Be flexible in approach – you may be required to work additional hours/days and at locations other than our Regent Street shop, as business needs require.  Access to transportation may therefore be opportune.
	D


Scope of Job Description
This job description is a guide to the work you will be required to undertake. It is not an exhaustive list of the duties but gives a general indication of work undertaken which may vary in detail in the light of changing demands and priorities. Substantive changes will be carried out in consultation with the post holder.

This job description does not form part of your Contract of Employment
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