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Role Description 

Job Title: 
e-Commerce 
Administration 
Assistant 

Location: 
Hastingwood Road, 
Hastingwood, CM17 9JX 

Hours: 
Monday - pm 
Tuesday  - pm 
Wednesday – am/pm 
Thursday - pm 
Friday  - am/pm 
 

Team: 
e-Commerce 

 

Reporting to: Senior e-Commerce & Assistant e-Commerce Manager  

Accountable to: Senior e-Commerce & Assistant e-Commerce Manager  

Key working Relationships: Team members, other volunteers, online customers 

 

About St Clare Hospice: 
St Clare Hospice is a local charity and each year we care for hundreds of people across West Essex 
and the East Hertfordshire border. We provide free, compassionate care and support to adults with 
life-limiting illnesses, their families and carers. 
 
It costs over £5 million each year to provide our vital services (including clinical and support 
services) and with limited NHS funding, we need to fundraise for most of this. The St Clare Trading 
Company runs 8 charity shops and all of the profits are passed directly to St Clare Hospice. 

 

The difference you will make: 
St Clare Hospice shops rely on the generosity of the public to donate goods for us to sell.  We 
recognise that some of the items donated can get a higher sale price if sold online and so we have 
eBay and Depop shops too. St Clare Hospice are looking to grow our e-Commerce trading and need 
people with an interest and/or skills who can helps us make a real difference by supporting us to 
grow this vital income stream. 
 
Your support will help us meet our strategic aims of: 

 Reaching significantly more people who are facing death, dying and loss in our local 
communities. 

 Supporting our communities to become more resilient, to support each other and to remain 
independent for as long as possible. 

 Seeking partnerships with other organisations to deliver better care for our patients. 

 

Summary of Role:- 
To assist in general administrative duties, providing support to the wider team around marketing 
and social media opportunities as well as liaising with customers online 

 
 

 Key Tasks:- 
 This is a new role set up to support our e-Commerce department. Tasks may include general 

admin, ordering stationary/packaging, customer support and supporting the team with 
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marketing and social media posts, ordering stationary and talking with our customers 
online. 

 Support the e-Commerce team with communication, the daily functions of the department 
and our online accounts on eBay and Depop.  

 Be organised and provide general administration to the e-Commerce team, retail shops, 
customers and St Clare Hospice. 

 Support the e-Commerce team to meet our strategic aim of growing the St Clare Hospice e-
Commerce Department. 

 Financial reporting related to our e-Commerce platforms. 
 Respond to customer support queries in a professional, timely and helpful manner. 
 Liaise with the customers regarding payments. 
 Process any returns or refunds as determined by the e-Commerce Team. 
 Update sales records in accordance with our defined processes.  
 Analytics and identifying best sellers and e-Commerce trends. 
 

Please don’t think that we need you to be able to do all of the above. As we can accommodate 
volunteers who may wish to focus on specific elements of these processes. 
 

 

The skills / experience / personal qualities you will need: 
 Excellent computer skills and be proficient in Microsoft Office. 
 Experience in a similar role would be an advantage 
 Be able to communicate politely verbally and clearly in written English, ensuring that any 

queries are dealt with quickly and efficiently. 
 Be able to work independently and as part of a team. 
 Be able to work in a logical and consistent way, providing a clear handover to other team 

members. 
 Ability to work remotely if and when needed 
 

 

The benefits you can expect: 
 Become part of a passionate and supportive team. 
 Be part of the wider hospice and the Volunteer Framework of support.  
 Help make a real difference to people living with a life-limiting illness  
 Gain new experiences and develop skills and confidence. 
 Meet new people. 
 Spend your time doing something that is worthwhile and rewarding 
 Day to day support from a designated member of staff 
 Travel expenses can be reimbursed when agreed in advance 
 You will become part of a wider team of over 500 volunteers who support St Clare’s vital work. 

You will therefore have access to events and communications tailored for volunteers. 

 

Other Matters: 

 Work with in St Clare Hospice’s Core Values.  
                  Compassion 
                  Integrity 
                  Respect 
                  Excellence   
                  Teamwork  
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 If you are unable to fulfil your commitment please contact your volunteer supervisor to inform 
them 

 Maintain strict confidentiality at all times 

 Wear your name badge at all times 

 Attend mandatory clinical training and updates for health and safety issues and other training as 
appropriate 

 Attend volunteer meetings and training sessions whenever possible 

 Adhere and work within the hospice policies and procedures 

 Adhere to the smoking policy 

 Familiarise yourself and comply with the Health and Safety policy 

 Understand and know the procedure of what to do in the event of a fire or an accident 

 Please do not hesitate to ask if you are unsure of anything 
 

 

The time you will be asked to give: 
Our office is currently open Monday to Friday from 9am - 5pm, but we are looking to extend our 
working hours into the evenings and at weekends. Ideally we are looking for people who could 
support us for a few hours once a week during those times. 
 
We are looking for volunteer team members to work: 

 Monday    - PM 

 Tuesday   - PM 

 Wednesday  - AM/PM 

 Thursday    - PM 

 Friday    - AM/PM 
 

 

The training and support you will be given will include: 

 You will be supervised in your role by the Senior or Deputy e-Commerce Manager, who will 
support you in your role by providing training, information, advice and help where required. 

 You will work alongside other volunteers and may work independently during periods. 
 

 

Location: 
St Clare Hospice, Hastingwood Road, Hastingwood near Harlow, Essex, CM17 9JX 
 

 

How to apply: 
 Complete our short online application form here: https://stclarehospice.org.uk/join-our-

team/volunteer-with-us/volunteervacancies/ 
 Or contact Carolyn Johnson, Volunteer Development Coordinator by phone: 01279 773700 or 

email: volunteer@stclarehospice.org.uk 
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