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                                                                      Job Description 
 

Role Warehouse manager  

Location Aberystwyth  

Contract 37.5 hrs per week, Permanent, Full Time 

Remuneration £20,256 p.a. with potential for growth 

Reporting to Financial Administrator  

Supported by Retail Assistant, Volunteers,  

 
Purpose of the Post 
 
HAHAV is a relatively young volunteer-led charity providing free support to people across Ceredigion 
who are living with an incurable or life-limiting illness. In 2019 we rented, with the option to 
purchase, Plas Antaron a former hotel on the outskirts of Aberystwyth with the aim of providing a 
permanent Living Well, Day Hospice, for the people of Ceredigion. 
HAHAV’s retail activity has been a major source of funding for the service throughout and now has 
ambitions to increase it’s trading to keep pace with developments. 

This post will play a pivotal role in leading this growth. We currently have our flagship store in the 
centre of Aberystwyth supported by a warehouse on the outskirts which was acquired in July 2021. 
The warehouse to date has been mainly used for the receipt and processing of an impressive 
volume of donations of furniture, clothing and bric a brac. One of the first tasks will be to market the 
warehouse retail activity opening to trade 6 days a week, organising the efficient sorting, pricing 
and distribution of donations, in addition to developing an online marketing strategy. 

Once a smooth operation has been established between the warehouse and shop, HAHAV will be 
looking to expand its retail activity with satellite shops in other towns. The Warehouse Manager will 
be a key influencer in the organisation of this expansion. 

Role Responsibilities 

Leading People 
• Provide inspired leadership and motivation for the retail assistant and a team of volunteers. 
• Maximise the potential of every individual within the team by understanding their skills and 

experiences and utilising these to the maximum. 
• Organise volunteer drivers in the collection and delivery of goods, ensuring that all drivers are 

compliant with Van Insurance requirements. 
• Develop, and then work to structures and systems that are easy for volunteers to work within and 

maximise the impact they can have within the retail organisation. Train volunteers within these 
systems. 

• In conjunction with the Executive Officer, Inducting, training and managing on-site volunteers, to 
promote safety, including overseeing routine health and safety checks at the warehouse. 
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• Set a standard for excellent customer service and manage the team to achieve this. 
• Recognise volunteers by connecting them to the work of HAHAV so that they fully understand their 

contribution and are appreciated and motivated. 
• Identify difficult situations and, with support of the Financial Administrator and Executive Director  

manage these situations in line with HAHAV policies. 
• Receipt of donations, sorting, steaming and pricing are predominantly carried out at our warehouse 

facility. You will work with and delegate to the retail assistant and volunteers to maximise the efficiency 
of stock processing and ensure an efficient flow of stock to the shop as required.  

• Maintain a rota of volunteers to ensure the warehouse opening hours are maximised to include 
weekends and Bank Holidays. 

 
Maximising Income 
• Strive to beat the agreed sales budget for donated goods, Gift Aid, and new goods. 
• Take an entrepreneurial approach to generating income within the warehouse and take every step to 

maximise opportunities available to grow sales. 
• Maintain a high standard shop floor experience that makes HAHAV stand out from our competitors. 
• Make decisions for the quality of stock, levels of pricing and style of merchandising within the 

warehouse, and then lead a team of volunteers to uphold these standards. 
• Maximise income from Gift Aid by creating robust systems and processes in the warehouse and Inspire 

volunteers to grow donor sign-ups and process gift aided stock efficiently. 
 

Other    
• Work within HAHAV’s policies and procedures and adhere to these at all times. 
• Implement systems and processes that comply with HAHAV’s policies and procedures including 

financial management, complaints and Health and Safety. 
• Complete paperwork necessary to keep the warehouse safe, legal and in compliance with HAHAV’s 

procedures and policies. 
• Attend and contribute to training courses and meetings as required. 
 
This job description is intended as a guide to the range of duties covered and should not be regarded as 
inflexible.  There is a mutual obligation to modify the description when changes in the work situation occur. 
 

Person Specification 
 

Essential Desirable 
Previous Retail Experience  Experience in online marketing  

 
Proven experience leading a team of people. 
 

Experience of working with volunteers. 
 

Experienced and comfortable delegating 
responsibility to team members and 
understand management role in delegation. 
 

Experience of taking an entrepreneurial 
approach to retailing by maximising every 
opportunity available. 
 

Driven by making money in the warehouse, and 
proven experience of inspiring a team to 
exceed targets. 
 

Working knowledge of Health and Safety 
regulations and procedures. 
 
 

Open to change and proven experience of 
taking on board team members opinions when 
making decisions. 
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A clean driving license, and an ability to 
coordinate volunteer drivers for collection and 
delivery of goods. 

 

Self-motivated, with an enthusiastic approach 
to work. 
 

 

Willingness to take on new challenges and to 
learn, grow and develop within a role. 
 

 

Desire and passion for the values and ethos of 
HAHAV. 
 

 

 
 
 
Supplementary Information 
• All new HAHAV employees are on a six months probationary period. 
• A DBS Disclosure will be requested in the event of an individual being offered the post. 
• In accordance with the HAHAV’s Health & Safety Policy all employed persons while at work are 

required by Section 7 of the Health & Safety at Work Act to take reasonable care of their own health 
and safety and that of others who may be affected by their acts or omissions. 

• All employees are required to participate in HAHAV’s appraisal process. 
 
 
 
To apply please send a CV and cover letter, outlining why you feel you are a suitable candidate for this 
role by 5pm on Friday 14th July 2022 to sian.dorward@hahav.org.uk. 
 
Please note that the closing date will be brought forward in the event of suitable applications being 
received earlier than 14th July. 


