


[image: C:\Users\dhoughton\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Shakespeare hospice logo 001.jpg]

                      Volunteer Retail Keyholder Role Description

Volunteer Role:			Volunteer Retail Keyholder
Supported by: 	 		Shop Manager
Where you will be based:		Shop

About the Hospice

Our vision is for everyone in our community with a life limiting illness or bereavement to be able to access compassionate care and the support they need.  We offer a diverse range of community-based services including Hospice at Home & Day Hospice (Adult Community Care Service), Adult Counselling and Children and Family Support Services across South Warwickshire and the surrounding areas.

The Shakespeare Hospice has seven charity shops across South Warwickshire, and also an online shop, selling a variety of quality goods which have been donated by our generous supporters.  

Why do you need me?

The contribution of our volunteers is invaluable to the operation and success of the Hospice.  As a Keyholder Volunteer, you will support the Shop Manager and Assistant Manager by helping to open and close the shop, ensuring it runs smoothly and safely when staff are not present. You will play an important part in representing the charity, supporting other volunteers, and providing excellent customer service.

We work hard to ensure that all our volunteers are treated fairly and are given equality of opportunity.

What activities will/could I be involved in?
· Open and close the shop securely.
· Ensure the shop is safe and ready for trading at the start of the day, and secure at close.
· Supervise the shop floor when the Manager/Assistant Manager is absent.
· Support and guide other volunteers during your shift.
· Provide a warm welcome and excellent customer service to shoppers and donors.
· Process sales on the till and handle cash responsibly.
· Help maintain a clean, tidy, and well-presented shop floor.
· Accept, sort, and prepare donated stock for sale.
· Promote Gift Aid to donors and explain its benefits.
· Follow all health, safety, and safeguarding procedures.
· Act as an ambassador for the charity at all times.

What skills / abilities will I need?
· Responsible, reliable, and trustworthy.
· Good communication and people skills.
· Ability to work independently and as part of a team.
· Confident handling money and using a till (training provided).
· Friendly, welcoming, and customer-focused.
· Willing to follow shop procedures and charity policies.

How much time should I offer?

As a volunteer, you can help out as much or as little as you like.
· Flexible, depending on shop needs and volunteer availability.
· Keyholders are usually asked to cover opening or closing shifts, or occasional periods when staff are unavailable.

Will I have an induction and training?

You will receive an induction when you start as a volunteer with the Hospice, including a tour of your base, team introductions, health and safety information and an induction training programme.

We will provide any further specialist training that you need to complete your volunteer role and annual refresher training. 

What are the benefits of volunteering? 

· You will be part of a friendly team, supporting those in the community who need it most
· You can grow confidence, meet new people and make new friends
· You can improve your skills and work experience
· We can be flexible in relation to your volunteering hours, recognising your need for holiday time, and other commitments.

We are very grateful to all our volunteers, who help us to deliver the highest quality of care and support to our patients and their families


Registered charity Number: 1064091 
[image: C:\Users\dhoughton\AppData\Local\Microsoft\Windows\INetCache\Content.Word\FR_RegLogo_Mono - no background black.png]© 2018 The Shakespeare Hospice 
Registered in England No 3291683. 
Registered office: Church Lane, Shottery, Stratford-upon-Avon, Warwickshire, CV37 9UL 
Telephone: 01789 266852 
Email: fundraising@theshakespearehospice.org.uk
image1.jpeg




image2.png
Reglstered with
UNDRAISING
@ REGULATOR




