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ARIENNIR GAN Y LOTERI
LOTTERY FUNDED




ROLE TITLE:
Retail and Administration Assistant 
LOCATION:
The Furniture Revival, Rhymney 
RESPONSIBLE TO:
Operations Supervisor
NUMBER OF HOURS:
Flexible up to max 37 hours per week. 
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Volunteer Role 
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Perform a variety of duties at the front desk taking and relaying messages, booking in collections.
· Greeting and serving visitors/customers.
· Inputting data into databases, spreadsheets etc. 
· Provide customer support by answering the phone and replying to emails in a timely manner.
· Recording incoming and outgoing mail.
· Photocopying, scanning, filing and general office duties.
· Assisting with sales 

	Person Specification


· Flexibility and willingness to work on own initiative and as part of a team
· The ability to engage with a wide range of individuals
· Good communication skills
· Self-confidence, self-motivation and enthusiasm. 

· A willingness to learn new skills

· Have a calm temperament and be able to deal with visitors and staff in a professional manner
· Dependable and Reliable
Training Opportunities 

· In House training and support to use Microsoft Software such including Word and Excel.
· Opportunities for other training relevant to your volunteer role can be provided
Benefits offered

· Motivation and sense of achievement

· Boost your career options 
· Teamwork 

· Travel expenses paid

Contact Details for Recruitment

If you have any questions about the recruitment process for this role you should contact The Groundwork Wales on:
Contact Number: - 01495 222605
 Email: - wales@groundwork.org.uk


THE DEPARTMENT





The Furniture Revival is a social enterprise specialising in the reuse and recycling of household furniture, electricals and paints with the aim of alleviating poverty in its operational areas whilst supporting individuals to increase their skills through the social enterprise to support employability locally.





The retail and administration team are responsible for the smooth and effective running of a variety of office functions and tasks to support the organisation as a whole.  This includes overseeing all paperwork entering and leaving the office, answering telephones, assisting staff and visitors, providing excellent customer care to individuals using The Furniture Revival’s services.
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