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ROLE DESCRIPTION
Role Title:


Sales & Merchandising Assistant
Reports to:


Retail Supervisor
Location:


Stonepillow Restore Chichester 
Hours:



Flexible, Monday to Friday
Role purpose: 

To assist with the day-to-day running of the warehouse, helping with the pricing of stock, cataloguing stock, dealing with customers. Sales trainees may be the first person customers meet/speak to and need to have/develop a confident approach to meeting new people.
Main Responsibilities:
1. Sales
· Assisting with the administration of all sales in line with the project’s procedures.  
· Recording transactions on the sales database. 
· Responding to customers’ enquiries face-to-face, via email or phone.
· Processing cash and card payments, accepting donations according to the procedure
· Managing deliveries and collections on the calendar

2. Customer Service

· Providing an exemplary customer service to users of the Restore.
· Assisting with the planning of stock placement and rotation.
· Ensuring that the warehouse is always clean and tidy. 

· Helping customers with any query they may have and signposting them to the relevant staff member. 
3. Health and Safety

· To assist with daily health and safety checks to ensure a safe working environment.
· To ensure that other team members are following warehouse safety rules.
4. Other
· Carrying out basic housekeeping tasks within the project. 
· Check the routing and planning of vehicles via the calendar.
· To undertake such other reasonable duties as may be required in the interest of Stonepillow.
5. Confidentiality
· This policy covers all Stonepillow employees and volunteers, all of whom will be required to sign a confidentiality agreement as part of their terms and conditions of employment.  Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under the Staff Disciplinary Procedure.
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