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Enhancing life, excelling in care



                                                                                
Volunteer Role Description
Role:
Online Sales Assistant
Responsible to:       Retail & E-commerce Coordinator


Overall objective:  To be responsible for listing, selling items online and posting, contributing to
                                             the effective and efficient running of the charity’s retail services

Location:                  From home, but will need to collect items to sell and post from our Donation Centre in Workington
Hours:                     To be agreed with the supervisor.  
                                  Generally, a minimum of 4 hours per week
Skills required: 
Good organisation skills and able to follow instructions     
Good customer service and communication skills 
Able to prioritise and give direction and guidance

Work well as part of a team

Basic numeracy, literacy and IT skills
Reliability and flexibility essential

Positive and friendly attitude

Computer and online selling knowledge

We are looking for enthusiastic and reliable volunteers to join our team as online sales assistants.  Do you have knowledge and a love for online selling? Have you got an eye for detail and skills in photography? We are looking for new volunteers to assist in selecting, listing and preparing items for sale online.  Currently we focus on using eBay for online retail, but are also looking for people with an interest in setting up and running Depop and Discogs stores.  Amazon and Facebook Marketplace. 
We are looking for people with experience of using eBay and other online selling platforms but will provide assistance with how to use online selling in a charity shop setting.

This is a voluntary position where no pay will be given, however it is our policy to pay reasonable expenses such as travel and associated costs.

Roles are subject to a one-month trial.
Key Responsibilities:

Customer service

· Be polite and friendly to all customers and potential buyers online
· Answer any queries on your sales quickly and promptly
· Help customers with any enquiries they may have

· Maintain good relationships with our supporters and suppliers
Role
· You could be researching prices for rare books, researching vintage and collectable items, and creating attention-grabbing listings.

· This role would suit a volunteer with some experience of filling in online forms, uploading images, and using search engines. You will also be uploading digital images of products to add to listings. 
· Can follow direction and guidance and work independently

· Assist customers with purchases online if needed
· Check that we have received payment before postage of the item
· Restock online sales and display goods in an attractive manner for photos
· Ensure quality of goods to be sold
· Assist other volunteers in this team as required
· Sort donations and identify items that are fit for sale online
· Undertake relevant training regarding sorting and stock preparation

· Make sure item is well wrapped for safe delivery
Health and Safety
· Ensure your work area is kept clean, tidy and free from hazards

· Adhere to the organisations health and safety procedures

· Undertake health and safety training as required

General:

1. Respect the confidentiality of any information held in relation to past or present patients, carers, staff and other volunteers.

2. Undertake mandatory training via eLearning and any other training specific to the role.

3. Always act in accordance with the values and behaviours of Hospice at Home West Cumbria.
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