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Job Title:


Sales and Reception Assistant
Responsible to:

Sales & Merchandising Supervisor
Place of Work:
Stonepillow Restore, 6 High Street, Bognor Regis
Job Purpose

To assist in maximising the income through sales, promotion of Gift Aid, supporting and mentoring volunteers, raising public awareness of Stonepillow’s mission and values and contributing towards all activities supporting income generation within Stonepillow.

 Main Duties

· To provide an exemplary customer service to all users of the Restore Project.

· To process card and cash payments, refunds and reconciliation.
· To book collections and deliveries using our online system.
· To deal with and resolve customer complaints in a timely and professional manner.

· T contribute to stock pricing according to guidelines.
· To maintain a calm, controlled and accepting environment. 
· To provide additional support to the Stonepillow Retail Team across all sites when and where necessary.
· To maintain the sales desk, customer sales and telephone enquiries.

· To supervise, nurture, coach and mentor our client and general volunteers.
· To contribute to Stonepillow’s online sales.
· To contribute to maintaining high levels of merchandising and housekeeping.
· To monitor stock movement to ensure correct density levels and stock rotation.
· To promote seasonally appropriate stock.

· To actively promote Gift Aid.

· To advise customers on warranty and operating instruction issues.
· To provide after sales service (warranty returns, refunds, credit notes).
· To carry out basic volunteer induction when supervisor/manager is not available.
· To encourage volunteers to maintain high levels of customer care, good standard of appearance and good conduct in line with the Values of Stonepillow.
· To represent Stonepillow positively and professionally at all times.
Other

· To attend and actively participate in staff meetings and training.

· To be competent user of Microsoft programmes and keen to learn new software for the purpose of the role.
· To undertake such other reasonable duties as may be required in the interest of Stonepillow.

· To communicate effectively and professionally all relevant project information to the supervisor.
· To maintain a professional approach to all communications internally and externally.

· To understand and promote all Stonepillow policies and procedures.

Equal Opportunities

· Ensure compliance with the Stonepillow’s Equal Opportunities policy and relevant legislation.

Data Protection

· Work within Stonepillow’s Data Protection Policy and an agreed confidentiality policy with protocols governing information sharing.
Health and Safety 
· Ensure compliance with and the promotion of Stonepillow’s Health & Safety policies and legislation.

Confidentiality

· This policy covers all Stonepillow employees and volunteers, all of whom will be required to sign a confidentiality agreement. Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under staff Disciplinary Procedure.
Appointment to this position is subject to satisfactory enhanced disclosure via the Disclosure and Barring Service.
Signed …………………………………….
Date…………………………………………

This job description will be reviewed periodically and may be updated depending on the changing needs of the charity. 
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