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 VOLUNTEER ROLE DESCRIPTION
                 

Ebay/Online sales Administrator
Reports to:


Siobhann Mates


Accountable to:

Head of Retail 
Hours
Minimum commitment of 3 hours per week (shifts between the hours of 9.00 – 4.30 over a 6 day period to suit business needs).
Aims
To raise funds for Bolton Hospice through the sale of donated goods via online sales.
Responsibilities
To log all incoming donations onto an excel inventory spreadsheet for traceability, transparency and control of the journey of the donated goods.
To research goods and write descriptions which will assist the person who is listing the items.

To securely wrap items once they have sold ensuring that there is a method in place to attach correct dispatch address.
To assist with posting via hermes, the post office or other courier type.

To undertake all necessary training as per Bolton Hospice policies.
To adhere to the Volunteer policies and procedures including Health & Safety and Cash Handling.
