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JOB DESCRIPTION

POST: 
Online listing and Packing Assistant

HOURS:
    
  Part –time 
BASE:



  LOROS, Pullman Road, Wigston, Leicester

REPORTING TO:

  Online Sales Manager - Enterprises
JOB SUMMARY:

Provision of online sales listing and selling for Enterprises.

DUTIES AND RESPONSIBILITIES:

To provide administrative support within a defined area of responsibility within Enterprises. 

Duties will include:-

1. To assist and support the Online Sales Manager with listing donated items to sell on e-commerce platforms, including Ebay, Depop, Amazon. 

2. To support with listing, photographing and researching items to maximise its full sale potential.

3. To support with packing items in a presentable and secure manner within a cost effect method within postal company guidelines. 
4. To maintain accurate spread sheets of information regarding sales and items sold. 

5. To respond to customers regarding their queries in connection with the items listed.

7.
Use a variety of computer packages to support the work of the department including MS Word, Powerpoint, Excel, Publisher as well as the CRS/CRM system. 

8.
Explore and launch new platforms to sell donated and new goods across multi channels. 

9.
To assist with recruiting, inducting, training and supervising as well as motivating volunteers to fulfil the needs of the LOROS e-commerce department. Delegating tasks based on the needs of the department.

10. To ensure that all transactions and stock are handled according to LOROS Financial and security procedures, and retail gift aid is recorded correctly in line with HMRC. 
11. To Ensure that all LOROS e-commerce activities comply with the appropriate HASAWA legislations. 

GENERAL:
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.

All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.
The post holder is responsible for safeguarding the interests of children and adults who they come into contact with during their work. To fulfil these duties post holders are required to undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice including reporting any concerns that they may have.

Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.
Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………………  Date…………………………………………

Postholder

Signed………………………………………………………..  Date ………………………………………..

Line Manager
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.Vision

(Our long term aspiration for our society)

Everyone with an incurable illness has the right to excellent care. This should
value and respect their uniqueness and their own choices. People should be
enabled to live and die with dignity and with appropriate and compassionate
support for themselves and their loved ones.

. Mission

(Our goals and activities in working towards our Vision)

LOROS is a charity whose aim is to enhance the quality of life of adult patients
with cancer, progressive neurological conditions and end-stage organ failure
for whom curative treatment is no longer possible. Patients are treated at

the Hospice and in the community based upon clinical need, regardless of
background and the ability to pay.

LOROS specialises in holistic, multidisciplinary care, focused on the whole
person and including family and carers. The care given takes into account the
patients’ physical, psychological, social and spiritual needs as well as their own
choices. Family members are supported in adjusting to loss and bereavement.

LOROS contributes to the education and training of its own and other health
and social care professionals and of volunteers. The charity is also committed to
research in order to improve the understanding and practice of palliative care.
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Professional
Showing respect to patients and families, as well as members
of our community, staff and volunteers.

. Focused

On exceptional quality service and support for patients
and families whilst listening, learning and adapting to their
diverse needs.

‘ Collaborative
Working together as colleagues and with local, regional
and national partners to grow meaningful relationships and
achieve sustainability.

‘ Compassionate
Showing kindness, discretion and sensitivity as we care for our
patients, families, our community, staff and volunteers.

‘ Trustworthy
Be honest, reliable and consistent, showing respect and dignity
in everything that we do.

‘ Accountable
To our patients, their families, our community, staff, volunteers
and external organisations/bodies.
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