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VOLUNTEER JOB DESCRIPTION
SERVICE NAME: 
Ashburton Support Services (Golden Op. Shop)
POSITION TITLE:  
Opportunity Shop Assistant 
Address: 285B High St, Ashburton

Position Objective:
Ashburton Support Services provides a range of support services to frail aged people and people with a disability.  The service’s opportunity shop is vital to the operation of the service as it is a major contributor to its funding.  As well as providing supplementary funding for programmes and activities provided by Ashburton Support Services it also supports other community agencies in the community. Your involvement in the opportunity shop is to promote sales while at the same time providing a  service of affordable goods to the community.

NO OF HOURS INVOLVED:  3
TIMES: Two shifts are available on weekdays 10.00 AM– 1.00 PM or  1.00 PM- 4.30 PM

Saturday’s shift is 9.30 to 12.00

Frequency:  Weekly 

Tasks/Duties Involved:
· Assisting customers to select goods

· Selling of merchandise 

· Tidying of racks and shelves, displays, including refolding and rehanging of clothes as required.  It is an expectation of the role that you will be constantly monitoring the shop in order to ensure goods are displayed as attractively as possible.

· Cleaning of donations as required.

· Minimal amounts of marking of merchandise may be done at the shop counter, when  quiet, at the request of the Manager

· The counter should never be left entirely unattended.

· Only persons nominated by the manager may handle cash transactions. The nominated  person at the cash desk is responsible for the safety of the cash and should not leave the cash unattended at any time.  If you need to leave the area, please alert the Manager.  When in the shop the responsible person must be in sight of the cash desk at all times.

Skills and ability required:
· Ability to follow instructions

· Punctuality and reliability

· Good communication skills

· Self motivation

· Ability to relate well to a diverse range of staff and clientele

Reimbursement for out of pocket expenses: 

None
Structure/Supervison/Support:
· Ashburton Support Services is a non-profit organisation, which is managed by a Board of Directors. The Chief Executive Officer (Kat O’Reilly) is responsible for all matters relating to staff and volunteers.  On a day-to-day basis, volunteers at the Opportunity Shop will be coordinated/supported by the Opportunity Shop Manager.  Should you have any difficulties with performing the allocated task, please speak to the Manager.  Alternative arrangements will be made to ensure that your time with us is enjoyable.

· The organisation also has a responsibility to provide a safe work environment for volunteers and to ensure that they are covered by insurance should anything untoward happen.  Volunteers are covered by the Dept of Human services volunteer policy.

· In line with the organisation’s duty of care to volunteers, no one is permitted to be alone on shop premises outside normal shop hours for safety reasons.  It is of paramount importance that you do not enter the shop before the Manager.  Should you do so, and be unfortunate enough to have an accident, insurance claims could be complicated if there are no witnesses to the accident.
Relationships/Procedures:
· Staff and volunteer purchases are permitted; all items taken on approval must be entered in the staff approvals book.

· Donations coming into the shop through the front or back doors go straight to the sorting benches.  Only the sorter or Manager is to handle the donations received - this is mainly for your protection.  On the rare occasion, that the sorter needs assistance she will ask and the Manager will allocate an assistant. The sorting and storage areas are for the use of specific departments, should you require anything from this area please ask the Manager

Pre-start/training conditions:

Confidentiality of client information is of the utmost importance and must not be given to any third party.  A confidentiality agreement is required to be signed before being accepted as a volunteer. 

Volunteers are required to read the Ashburton Support Services Volunteer Guidelines and to sign an agreement to abide by these guidelines throughout the course of their work with Ashburton Support Services. 

Volunteers are required to have a police and reference clearance before starting, (Ashburton Support Services organises this and covers the cost). 

There is a trial period of three sessions where volunteers and the service can evaluate whether they wish to go ahead with a commitment/confirmation. 

A minimum commitment of 6 months is required once a placement is confirmed.

TRAINING OFFERED 

From time to time other training opportunities relevant to volunteers needs and the needs of the service are offered.  Volunteers are strongly encouraged to attend these training sessions, wherever possible.


