Gordon Rural Action

Job Description 

	ORGANISATION:       GORDON RURAL ACTION

	Post Title

Location
	Retail Assistant/Van Driver’s Assistant, Bargain Box Charity Shop, 55 Gordon Street, Huntly AB54 8EQ


	JOB PURPOSE

	.


	To assist the Chief Officer with the operation of the Bargain Box Charity Shop and Review Charity shop in Inverurie.  To assist the van driver with the collection and delivery of items of stock for the two charity shops.


	MAJOR TASKS

	
	· To assist the Chief Officer in ensuring that the necessary cover is maintained during the opening times of the shop.
· To promote high standards of customer care at all times.
· To ensure the safe handling and security of all monies and stock.
· To ensure high standards of display, merchandising and shop floor management, adhering to health and safety regulations.
· To assist with the promotion of the shop in the community.
· To attend meetings and training courses/events when required by the Chief Officer.
· To be aware of the work, aims and objectives of Gordon Rural Action and work within Gordon Rural Action’s Equal Opportunities Policy.

· To assist with the co-ordination of deliveries, pick ups and house clearances

· To assist the van driver with the delivery and collection of stock in a polite and safe manner at all times.  

· To complete all paperwork relating to the van or the shop as required by the Chief Officer
· To keep the rear of the premises tidy and free from litter and rubbish.



	REPORTING RELATIONSHIPS

	Reporting to: The Chief Officer


	SALARY

	£6.10 per hour


	HOURS

	30 hours per week as required by the Chief Officer, but which would normally be 9.45am to 16.15pm.  Alternate Saturday working will also be expected.




Gordon Rural Action 

Person specification 

POST TITLE   
Retail/Van Drivers Assistant

LOCATION

55 Gordon Street, Huntly, 


	FACTOR
	ESSENTIAL
	DESIRABLE

	RELEVANT KNOWLEDGE AND EXPERIENCE


	Experience with cash handling 

and reconciliation.

Ability to interpret written 

Guidelines.

Good Numeracy 

Skills.

Ability to deliver good

customer care. 

Ability to 

implement working

practices/procedures
	

	QUALIFICATIONS/

ATTAINMENTS


	General level of education
	

	SPECIAL 

APTITUDES


	Good written and verbal communication skills.

Excellent team working skills, able to work alongside others in a co-operative and supportive way.


	Ability to work on own initiative.

	PERSONAL QUALITIES


	Ability to establish trust and rapport with a wide range of people.
Ability to work in a pressurised

Environment. Positive in 

outlook, enthusiastic and 

flexible in approach to work

Uphold the fundamental principles and act with integrity and in accordance with Gordon Rural Action’s values 

and obligations

Recognise the implications of working within a charity and a voluntary organisation

Ensure that you work to equal opportunities and anti-discriminatory policies

	Ability to work on own initiative.
Good sense of humour
Personable and polite,


	CIRCUMSTANCES


	Willingness to work weekends

Willing to work additional hours – we operate a Time Off In Lieu policy.
Physical fitness to undertake the demands of the job, including ability to lift and carry stock.
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