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Job Description

	Job Title
	Reuse Shop Assistant 

	 Contracted Hours
	15 hours per week  (Temporary 6 months)

	Primary Location 
	Wrexham Recycling Centre, Bryn Lane, Wrexham Ind Est.

	Salary
	Minimum Wage

	Responsible to
	ReUse Shop Manager 

	Key Responsibilities


	· Deliver excellent customer service

· Prepare goods for sale and maintain shop floor standards

· Collect and receive goods from other HWRC sites

	Sales
	· Always achieve maximum sales
· Maintain high standards of customer service

· Price stock consistently to encourage sales and profit

· Maintain stock density and replenish as needed

	Shop Appearance

	· Maintain high display standards (window and interior)

· Keep shop and back areas clean and tidy

· Departmentalise stock

· Clearly ticket and price merchandise in line with Trading Standards

· Ensure goods are PAT and function tested before sale

	Stock
	· Collect suitable stock from other HWRC sites (e.g., Brymbo, Plas Madoc)

· Rotate stock daily to avoid overstay on shop floor

· Assist with loading/unloading stock from vans

	Administration
	· Process sales (cash and card) efficiently

· Bank takings as required

· Follow instructions from Head Office and Shop Manager

	Security & Safety
	· Report theft or dishonesty

· Prevent unauthorised access to shop records

· Keep fire exits clear and comply with Health & Safety policies

· Follow all FCC site rules and regulations 

· To report accidents recording the incident in the relevant book


Duties and Responsibilities

Duties in Common with Other Members of Staff:

Training and Education, Health and Safety Policies and Procedures: Equal Opportunities

· To adhere to Fire and Health and Safety regulations and always maintain a safe working environment 
· To ensure cost-effective use of resources, to be responsible for managing the relevant budget, and to co-operate with your line manager in the response to regular financial reporting
· To be an ambassador for the charity
· To maintain the best appearance of your immediate working area
· To develop training of staff and volunteers
· To be responsible for liaison with the Head of Income Generation regarding your own development needs
· To deliver wider training initiatives and promotional activity in the best interests of the charity
· To take responsibility for being up to date with current policies, legislation and procedures and to adhere to these

· To treat everyone with whom you have contact through your work with equal dignity and respect regardless of race, colour, gender, marital status, creed, religion, disability, age, or any other factor that could be used in a discriminatory manner

General Requirements

This post is subject to the Terms and Conditions of employment of the Hospice as specified in the staff handbook 

Competence You are responsible for limiting your actions to those that you feel competent to undertake.  If you have any doubts about your competence during the course of your duties you should immediately speak to your line manager / supervisor.

Risk Management

It is a standard element of the role and responsibility of all staff of the Hospice that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards. It is a requirement that you adhere to Nightingale House Hospice Policies, Procedures, Protocols and guidelines at all times.  

Health and Safety Requirements of the Hospice

All employees of the Hospice have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Employees are required to co-operate with management to enable the Hospice to meet its own legal duties including attendance at mandatory training updates and also to report any hazardous situations or defective equipment.

Data Protection and Confidentiality

The post holder must treat all information, whether corporate, staff or patient information, in a discreet, secure and confidential manner in accordance with the provisions of the current data protection legislation and organisational policy.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under statutory legislation and the hospice’s disciplinary policy.  This duty of confidence continues after the post holder leaves the organisation.

Records Management 

As an employee of the hospice, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including  patient health, staff health or injury, financial, personal and administrative), whether paper based or on computer.  The post holder should consult the IG Lead if they have any doubt as to the correct management of records with which they work.
Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore not a final list of duties and responsibilities.  The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.
The post is subject to a standard disclosure check with the Disclosure and Barring Services (DBS).

PERSON SPECIFICATION

	JOB TITLE: 
	ReUse Shop Assistant
	
	

	
	         ESSENTIAL


	      DESIRABLE


	METHOD OF ASSESSMENT

	QUALIFICATIONS
	· Good general education incl. Maths & English
	
	CV / Application For / Interview

	EXPERIENCE
	· Retail experience

· Cash handling, 

· EPOS
	
	CV / Application Form / Interview 

	SKILLS
	· Effective communication

· Basic IT & numeracy
	
	CV / Application Form/ Interview 

	 PERSONAL QUALITIES
	· 
	
	Interview 

	KNOWLEDGE
	· 
	· Excellent understanding of the local area 
	CV / Application Form / Interview 

	PERSONAL QUALITIES

(Demonstrable)
	· Ability to motivate others with a positive outlook 
· Ability to understand and demonstrate the values of NHH

· Approachable to colleagues and supporters
· Self-starter with the ability to use own initiative 
· Confidentiality

· Team player

· Work under pressure
· Willingness to learn 
	
	CV / Application Form / Interview

	OTHER RELEVANT REQUIREMENTS
	· Smart personal appearance

· Car driver with valid driving license

· This is a manual, physical role, involving moving and handing

· Reliable and flexible
· Ability to travel throughout the local area
	· Experience driving vans up to 3.5 tons
	CV / Application Form / Interview


	Prepared By:

	Laura Parry
	
	Date: 05/09/2025
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Employee’s Signature:
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