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	Position Description

	Position Title	
	Retail and Donations Stock Assistant 

	Responsible To	
	Retail and Donations Coordinators

	Responsible For	
	This role directly supports the retail and donations operations of Fitted for Work. While casual initially there is room to develop the role as the organisation grows, and we welcome anyone who would like to build a longer-term career with the organisation.
The role is based at our National Offices in Richmond, supports the work of the Retail and Donations Coordinators and requires autonomous running of the weekly Saturday retail sale.
This role is predominantly active and requires physical work including some light lifting. 

	Renumeration
	Casual hours classified under Retail Employee Level 3, 
This role requires 8 hours during the week and a weekly 6 hour Saturday shift.

	Key Result Area and Tasks

	[bookmark: _Hlk54005400]DONATIONS
· Assist with day to day operations of donations – receiving, greeting donors, maintaining flow and storage of large amounts of stock.
· Greet and assist Fitted for Work visitors including corporate donors, charity partners, volunteers and staff.
· Be a point of contact for volunteers around daily tasks, 
· Assist with stock rotation, stock tracking (including stocktake), warehousing tasks and efficient logistics.
· Oversee recycling processes for the donations area and uphold sustainability policies.
· OH&S – maintaining safe work practice and tools in a warehousing/logistics space.


	RETAIL
· Support the day-to-day retail operations of The Conscious Closet including independent supervision of Saturday trade
· Oversee Saturday rostered volunteer support, allocating tasks etc
· Ensure a high level of customer satisfaction through a friendly and helpful approach to customer service
· Encourage customers to follow us on social media channels & up to our mailing lists
· Attend induction orientation and training is required 
· Strong interest/knowledge current fashion and past trends 
· Awareness and support in making monthly, quarterly and annually sales targets. 
· Field and/or redirect inquiries regarding Fitted for Work and The Conscious Closet from customers and donors




KEY RESULT AREA AND TASKS 

PURPOSE AND VALUES REQUIREMENTS 
· Actively support Fitted for Work purpose and values
· Positively and constructively represent our organisation to external contacts in all opportunities
· Behave in a way that contributes to a workplace free of discrimination and bullying behaviour at all times
· Operate in line with Fitted for Work policies and practices 
· Follow reasonable directions given by the company in relation to Occupational Health and Safety

RECRUITMENT INFORMATION (essential knowledge, experience, skills and personal attributes required)
Competencies:

· Strong knowledge and interest in local and international fashion trends, designers/labels and their RRP
· Knowledge of garment construction and/or fashion terminology
· Knowledge and interest in second-hand economy and sustainable fashion
· Enthusiasm for reaching monthly sales targets. 
· Customer services experience
· Strong writing and communication skills
· High level attention to detail
· Efficient time management and organisational skills
· Demonstrated track record in being able to prioritise and deliver operational tasks on time
· Demonstrated empathy in working with clients experiencing disadvantage and multiple barriers to employment
Personal Attributes:
· Ability to work proactively in a workplace that is changing and evolving
· Ability to identify solutions to new and novel problems and implement them
· Ability to work collaboratively with staff and volunteers
· Demonstrated empathy and experience in working with clients experiencing disadvantage and multiple barriers to employment
Qualifications and Experience:
· Competent in using computer packages including, Outlook, Word, 
· Retail experience of 2 years min
· Community Services experience valued
· Previous Volunteering experience valued
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