
 
JOB DESCRIPTION   

 

 
Job Title 

 
Sales Assistant  

 
Location 
 

 
St Clare Hospice shop     
Harlow 

 
Directorate 

 
Income Generation 

 
Hours 

20 hours per week, across 
Sunday to Saturday in line with 
local trading patterns and shop 
rota 

 

 
Responsible to: 

 
St Clare Hospice Harlow Shop Manager 

 
Accountable to: 

 
Retail Support Manager 

 
Responsible for: 

 
Demonstrating excellent customer care within  St Clare Hospice shop 

 
Qualifications: 
 

 
Equivalent to GCSE 

Key Working 
Relationships 

Retail & distribution team, volunteer workforce, customers & general public, suppliers 
/ contractors, staff within the Hospice, other charity retail & fundraising staff 

 

 
Job Summary 
Working closely with and under the guidance of the Harlow shop manager: 
 

- To offer an excellent level of customer service to new and existing customers and donors face to 
face, telephone and on line. 

- To support the shop management team in the effective and efficient running of the shop in line with 
trading patterns. 

- To support the management team in maximising profits from the sale of donated and new stock. 
- To support the shop management team to ensure the shop is H&S compliant at all times. 
- To promote the image of the Hospice in the community. 

 

 

 
Key responsibilities 
 

1. To action the planned workload and timetable supporting the shop manager, to ensure all targets 
and deadlines are met on time. 
 

2. To sell donated and new goods to the public to maximise profit for the Hospice through Retail gift 
aid processing and compliance. 

 
3. To support the shop management in  motivating and supporting volunteers in line with trading 

patterns  
 

4. To sort donated goods efficiently and educate customers and workforce on the appropriateness of 
donated goods. 

 
5. To support the shop management  with volunteer training to ensure all volunteers are adequately 

trained in all aspects of their work, including cash handling, customer service, manual handling, 
store promotion, pricing policy, display, merchandising, Health & Safety and St Clare’s associated 
policies and procedures. 



 
6. To be aware of potential “high value items” which may need special attention e.g. to select 

alternative avenues of sale such as specialist sales and auctions where the item would achieve a 
higher profit. 

 
7. To conform to the Hospice policies and procedures. Maintaining a high standard of adherence to all 

Hospice security and cash handling policies. 
 

8. To attend regular meetings and training sessions at the hospice and other locations with the retail 
team to ensure good practice, underpinned by co-operative relationships and effective 
communication. 

 
9. Supporting the shop management, ensuring all working environments are safe for staff, volunteers 

and members of the public. To ensure adherence to maintain a particular interest in Health and 
Safety in the shop and to keep the shop manager informed of any risk assessments that may be 
required. 

  
10. To ensure compliance of the Health and Safety at Work Act 1979 applicable to the job and to 

attend in-house manual handling and fire safety training as requested.  
 
 

 
Other Responsibilities 
 

 Provide cover for colleagues as directed by the relevant team leader/Manager/Director. 

 To liaise with and assist all other Hospice Staff where appropriate to maximise Hospice 
profits and reputation. 

 Co-operate with all staff in maintaining good relationships with outside agencies and the 
general public in order to uphold the Charity's image and win increased support for its 
work. The post holder will be expected to produce work of a high standard and to 
promote quality at all times. 

 St Clare Hospice is committed to Equal Opportunities for all present and potential 
members of staff and patients. Therefore St Clare Hospice expects all employees and 
volunteers to understand, support, and apply this policy through their working practices 
which requires all individuals to be treated with respect, dignity, courtesy, fairness and 
consideration. To obtain a copy of the Equal Opportunities policy contact the personnel 
department 

 Take responsibility for your continuing professional development. 

 Co-operate with all staff in maintaining harmonious inter-personal relationships. 

 The post-holder will have access to confidential data on staff, services and supporters 
within St Clare Hospice. Failure to maintain confidentiality will lead to disciplinary action, 
which could ultimately lead to dismissal. 

 The post holder may be required to participate in the assessment of risk and thereby 
contribute towards clinical and corporate governance agenda as appropriate. 

 The post will be subject to regular annual staff development review. 

 The post holder will be expected to keep themselves updated on all matters relating to 
Hospice procedure and policy.  

 The post holder must familiarise themselves with matters relating to health and safety 
management as they affect them personally and/or the Hospice, reporting any potential 
risks to life or property immediately in accordance with the Hospice’s Health and Safety 
policy and procedures. They must use all equipment provided to undertake their role 
safely. 

 Refrain from smoking in any area of the Hospice premises. 

 Where you are a member of a professional body you are required to conform to the 
professional standards set by that body. You are required to ensure your registration is 
current and practice continuous professional development 

 The philosophy of the Hospice is based on an interdisciplinary approach and employees 
and volunteers are required to participate in this concept. 



 Carry out any other duties as are within the scope, spirit and purpose of the job, the title 
of the post and its grading as requested by your Line Manager or his/her higher level of 
authority. 

 
The post holder is legally required to have regard to the Mental Capacity Act 2005 Code of 
Practice. 
 
This is an outline Job description and may be subject to change, according to the needs of the 
service, in consultation with the post holder. 

 
 

 

Signed (employer)  

Date  

  

Signed (employee)  

Date  

 


