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Title:			Warehouse and Services Assistant

Salary scale:	Salary scale: £23,088-£25,943 (the post holder will generally start on the lower scale set at the Real Living Wage).

Responsible to:		Warehouse and Services Manager

Main Purpose of Role:

Fresh Start provides support to people moving on from or those at risk of homelessness. Fresh Start has been active in Edinburgh for over 25 years with a mission to help people make a home for themselves.  Volunteering is at the centre of Fresh Start’s ethos, and we are always looking to diversify our team of volunteers to ensure all ages, backgrounds and demographics are represented and given opportunities at Fresh Start. 

Fresh Start offers a range of services to people either at the transition from homelessness or those who are risk of homelessness. We provide people with the provision of household starter packs, white goods, painting and decorating services. Via our community hub we offer a wide range of services including cooking, community pantry and shop, growing spaces, provision of advice, information and support. 

The Warehouse and Services Assistant is a key role within the warehouse working alongside our volunteers to assemble and deliver our flagship starter packs, including the safe testing of electrical (in-house training can be provided) items within the starter packs. 

Fresh Start is a small charity and a flexible approach and the ability to multi-task is essential.  A good team player who can also work on their own initiative and be pro-active in ensuring the smooth running of the organisation is required for this role.

Main Duties and Tasks

The Warehouse and Services Assistant will work closely with the Goods and Services Manager, and the rest of the warehouse team to ensure the smooth operationally running of the warehouse and the services provided. Large amounts of donated goods will be sorted and packed and distributed to people in need of the service. 

Warehouse 
· Providing a professional and courteous first point of contact for visitors i.e. volunteers, donors, service users and referral agents.
· Answering the door, accepting and processing of donations received.
· Work effectively with and assist volunteers when processing and sorting goods.
· Assist with the operations of the warehouse i.e. ensuring all goods are stored safely, passageways are clear, excess stock and rubbish are dealt with, bins are out for pick-up (this list is not exhaustive); 
· Receive and assist members of the public, when they are making donations of goods and record donors' names and/or church details.
· Assist with collection, distribution and disposal and recycling of goods.
· Assist with internal and external maintenance work if necessary.

Starter Packs
· Processing of starter pack referrals, including assembling full referrals ready for distribution. 
· Co-ordination and delivery of starter packs to Fresh Start service users or goods to other organisations. 
· Collection of goods from donors, supporters, or other organisations. 
· PAT testing electrical (training and gaining qualification will be provided) items that are donated to the warehouse to ensure that they are safe for onward use, giving priority for items to be tested to go into starter packs. 
· Ensuring the PAT testing area is kept clean and tidy at all times.
· Maintain accurate records of tests completed using PAT testing machine and specialised software.
· Assist with safe and organised storage of tested and untested appliances in the warehouse. 
· Disposal of failed or unusable electrical items as per Fresh Start’s policy and per environmental guidance. 

Fresh Rooms Painting & Decorating Service 
· Delivery of materials required for service user to complete a remote painting and decorating session. 
· Diary management, with assistance from admin support, to coordinate delivery of remote packs. 
· Corresponding with service users when delivering to establish if they require further assistance with Fresh Start’s other services. 

Miscellaneous
· Any other duties as directed by the Goods and Services Manager. 
· Keeping accurate records of all materials and starter packs distributed. 
· Ensuring Fresh Start vehicles used are kept clean inside and out. 
· Any other admin tasks that are required in your role.
· Attend Fresh Start team meetings and events.
· Attend relevant training when requested.
· Always adhere to Fresh Start’s values and policies.

Conditions:
· This is a permanent post for 37 hours per week over five days Monday to Friday.
· The post will be based at Fresh Start’s premises at 22-24 Ferry Road Drive, Edinburgh.
· [bookmark: _Hlk180672159]There are 29 days annual leave, plus 6 statutory public holidays.  The project closes over Christmas and New Year; three days from annual leave allocation are set aside for this.
· Salary scale: £23,088-£25,943 (the post holder will generally start on the lower scale set st the Real Living Wage).





Person Specification:

	FACTOR
	ESSENTIAL
	DESIRABLE

	Qualifications
	Driving Licence 
	Educated to higher grade/A level

SELECT PAT Testing Qualification (training and access to qualifications will be provided)


	Experience, Knowledge and Skills
	Friendly, approachable nature

Empathy with issues relating to homelessness and poverty

Good communication skills

An empathy with the values of Fresh Start and the voluntary sector

Good verbal, written and numeracy skills

Good team player

Basic IT skills

Accuracy in your work 

Organisational skills

Good IT skills 

Able to work under pressure and to defined deadlines 

Able to work on your own, using your initiative 

Alignment and commitment to working within Fresh Start’s values
	Experience of working in the third sector

Experience of working in an environment that works with vulnerable groups

Experience working with electrical equipment/knowledge of electricals 
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