
[image: image1.jpg]Glasgow
Children’s
Hospital
Charity



[image: image2.jpg]



Job Description
	Job Title
	Charity Hub Assistant

	Location
	Royal Hospital for Children 

	Reporting To
	Charity Impact Manager

	Salary
	£18,421 - £19,500 

	Hours
	32.5 hours
Mon – Fri (09.15 – 16.15)

	Status
	Permanent 

	Holidays
	32.5 days  

	Benefits
	As a compassionate organisation we care about our staff and have a range of employee benefits that make Glasgow Children’s Hospital Charity a great place to work – please see our range of employee benefits here


Glasgow Children’s Hospital Charity

Our Vision and Values
We raise funds to help those who tirelessly care for and nurture young lives at their most vulnerable; to invest in equipment, research and the continued improvement of facilities and services for children and families in hospital. Our core values guide our work on a daily basis:

	Pride: we care.
	We are proud ambassadors of the charity, and will carry out our work with conviction. It’s not just a job; it’s our privilege to be part of this special community of supporters, children and families.

	Enthusiasm: we are inspired.
	We will enthusiastically approach each new opportunity, inspired by the resilience, hope and commitment of our supporters, patients and families. We are always looking up.

	Determination: we are all in.
	We are determined to give our all, because we are dedicated to the children, families and staff we support. They deserve our best work.

	Unity: we are one team.
	We respect and encourage each other. We can make an extraordinary impact when we work together with our colleagues, our supporters and the NHS.

	Integrity: we do what we say we’ll do.
	We promise to be honest, professional and respectful. We will never compromise the charity’s reputation or our values, and will always act in the best interests of those we support.


Job Purpose
Our Charity Hub sits at the heart of the Royal Hospital for Children. It is a vibrant space where we engage with the hospital community, including patients, families and NHS staff. The primary goals of the Hub are to raise funds through retail, encourage people to get involved with fundraising and volunteering, and provide a comforting welcome to families in hospital. 
Our Charity Hub Assistant will be the front face of the charity and is responsible for the day-to-day running of our charity hub. This role is integral to the Charity Impact Team, and will ensure that all fundraisers, volunteers, NHS staff & visitors have a positive experience during their visit. You will have the opportunity to engage with our diverse hospital family and make a real impact to their hospital journey. 
Our Charity Hub Assistant will also promote key fundraising events, activities and campaigns to Hub visitors. 
You will be based in a fast-paced environment.  Much of the role will involve time on the shop floor, but you’ll also work closely with the Charity Impact Team to create special moments for the young patients, families & NHS heroes that the Charity supports.

Our ideal candidate will have experience in a customer service environment, a good understanding of retail, knowledge of the third sector, lots of creativity and excellent cash handling skills.
Key Responsibilities
· Responsible for effective, safe and profitable daily operations of the Charity Hub, ensuring all processes and procedures are adhered to at all times.

Retail
· To ensure that all visitors receive first-class customer service whilst visiting the hub.  

· To maintain attractive arrangements of stock and assemble seasonal displays. 
· Operate as the lead point of contact for all suppliers re: ordering, maintenance and troubleshooting.
· To check stock deliveries, pricing and labelling of new stock items.
· To maintain stock levels and complete required paperwork.
· To be responsible for all cash handling including cashing up, banking, issuing receipts and recharges in compliance with the financial and security procedures as set out by GCHC.

Fundraising
· To be the first point of contact for the general public, donors, potential donors and volunteers visiting the
Hub and to give fundraising advice and information on GCHC activity.

· To be responsible for effectively dealing with donor enquiries in person, by telephone and email, in a 

       

professional and courteous manner and passing on leads to the relevant teams.
· To follow all required process and policy in the handling of people’s data, ensuring full compliance with GDPR and Data Protection.    
· To represent Glasgow Children’s Hospital Charity at internal cheque presentations and events. 
Engagement

· Supervision of Hub volunteers ensuring priorities are communicated and tasks are completed within the required timeframes.
· Building strong relationships with NHS staff, patients and families.
· Support the Charity Impact Team with Hospital based events, projects & activities. 
· Work with the Charity Impact Team to identify key areas of development for engagement via the Hub.
Additional Responsibilities

· To be committed and adhere to Glasgow Children’s Hospital Charity’s vision, mission and values. 

· To actively consider professional development and determine training needs.
· To maintain and develop good working relationships with volunteers working with Glasgow Children’s Hospital Charity.

· To maintain and develop good working relationships with other members of the wider organisation.
· Any other duties required by the Charity Impact Manager
Person Specification

	Essential
	Desirable

	1+ years working in a Customer Service/Retail environment
	Third sector experience

	Excellent communication & relationship building skills
	Fundraising experience

	Confident and the ability to think on your feet 
	Experience working with volunteers

	Experience in cash handling and administration 
	Experience working with a fundraising CRM/ database

	Ability to work unsupervised & willingness to work flexibly as required
	

	Stock management experience
	

	Excellent time-management skills
	

	Willingness to work evenings and weekends when required. 
	

	A Disclosure Scotland check will be carried out under the Protection of Vulnerable Groups (PVG) Scheme – it is therefore essential that any criminal convictions are disclosed
	

	Driving licence and ability to drive the charity’s small van on occasion (training provided)
	


