	Role Profile – Stock Collector (Bank)
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Reports to:              
Retail Manager
Responsible to:    

Head of Retail


Main Purpose of the Role

To assist with the safe, efficient and effective generation and distribution of donated stock to    St Gemma’s charity shops.

1.
Specific Duties and Responsibilities
1.1
Systematically distributing and collecting donations/furniture on a daily basis to achieve quotas.

1.2
Loading items from the Hospice clothing and book banks on to the van for distribution to the shops.
1.3    Liaising with companies to arrange collections of donations via the donation stations,
         collection sacks or new stock.
1.4    Arranging customer collections then distributing around the shops.                            

1.5    Collecting furniture from the furniture shops and from customer’s homes.
1.6
Removing stock from shop back rooms for redistribution to other shops or Retail Hub.
1.7    Distributing stock from the Retail hub to the shops chain as and when required.
1.8 
Moving out of season stock from the shops to the Retail Hub.
1.9
Follow specific hanging routes to rotate stock in-between shops.
2.0    Support the Retail Manager with all aspects of dealing with stock.

2.1    Follow daily checking system for the safe use of the vans.
2.
General Duties and Responsibilities

All individuals on St Gemma’s Bank are required to abide by the Health and Safety at Work Act, attend annual mandatory training sessions and ensure that they comply with Hospice policies and procedures at all times.

Individuals must demonstrate commitment to their own personal development and are required to make a positive contribution to fundraising and raising the profile of the Hospice, locally and nationally.

Strict confidentiality applying to all aspects of Hospice business must be observed at all times.

This Role Profile is not exhaustive.  It will be subject to periodic review and may be amended following discussion between the postholder and employer
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