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Role Profile – Volunteer
Aims

Main purpose of job

To assist the Shop Manager & Deputy Manager to achieve agreed sales and profit targets whilst minimising costs and maintaining a strong presence in the high street to benefit the charity. 
The post-holder will have a cheerful, confident and friendly approach. You will have good communication skills with a genuine desire to provide an excellent service to all shop users.  You will have a keen eye for detail as the handling of cash and maintenance of systems forms a key part of this role. 
You will show a commitment to the aims of CDCH and possess a willingness and ability to learn and follow direction.

This job has physically active elements. Volunteers are required to maintain a suitable level of fitness to enable them to perform their role effectively.

Essential qualifications

There are no essential qualifications for this post

Essential skills and experience
· Customer Service
· Communication

· Team work
Desirable experience

· Cash handling
Duties

· Assist with achieving agreed sales targets and maximise profit. 

· Assist in maintaining a high standard of merchandising 
· Minimise stock loss 

· Actively promote gift aid to all customers
· Demonstrate a high level of customer service
· Ensure the safe and secure handling of any monies processed through the till 

· Contribute to high standards of cleanliness in all areas of the shop premises

· Contribute to the shop meeting standards required by Health & Safety, DDA, Trading Standards and Fire Regulations legislation
· Inform the Retail or Deputy shop manager of any repairs/renovations which may be needed
Accountable to: Retail Shop Manager
Supervised by: Retail Deputy Manager
Hours: Flexible
General information

The charity is an equal opportunities employer and all employees are actively encouraged to contribute to the promotion of diversity. 

All employees are required to act in accordance with their responsibilities under the Health & Safety at Work Act. 

Data protection

As part of your duties, you will be required to obtain process and use information held on a computer or word processor. You may not use or disclose data for any other purpose than that for which it was recorded. You must only disclose data to authorised persons or organisations as instructed. 

Working at CDCH

We are unable to allow volunteers to bring their own dogs with them to work.

This role profile is not exhaustive and may be subject to change to meet the operational needs of the charity.
Declaration:
I have read, understood and agree to the above role profile and confirm that I am fit and able to carry out the role

Name:

Signed:

Date:

Manager Name:

Manager Signed:

Date:
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