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Job Description

Job Title:		Van Driver
Location:		North London Shelter shops
Contract type:                 	Fixed term contract ending January 2027 
Accountable to:             	Community Shop Manager
Supervising:		Volunteers 
Salary:			£27,212.50 per annum (plus London Weighting of £5,023.71 if applicable)
Hours:			35 hours per week  
Leave:			30 days holiday per annum plus bank holidays 
 
About Shelter 

A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination and the threat of eviction.  

Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable.

We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:
· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 

Diversity Statement

At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 

We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 

Purpose of the Job

To assist the Furniture Store Manager to maximise sales and profit by collecting and distributing donations, including Furniture and redistributing stock, fixtures and fittings as needed, for more appropriate use within the geographic territory.

Tasks & Responsibilities

This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.


Collection & Distribution:

· Collection and delivery of donated items, including large furniture and electrical items, within geographic territories designated in advance by line manager.
· To maintain strict control of security of all goods collected, transported and delivered.
· Ensure minimum losses are incurred on goods and furniture by the careful and respectful handling of all items. 
· The role will involve a large amount of heavy lifting in collecting and delivering st ock .
· Always ensure a high standard of customer service.
· To undertake requested house clearances, collecting appropriate donated goods and transferring them back to the shop.
· Always appreciate that the collections of donated furniture items generate important stock and therefore vital income to Shelter
· To carry out daily vehicle checks and report any defects which may affect the roadworthiness of the vehicle.
· To maintain accurate mileage records
· Assist the shop to achieve their gift aid targets by maximising potential donor sign ups when collecting furniture and other donations.


Stock & Equipment Redistribution:

· To assist in the re-distribution of culled stock between branches .
· To assist in the re-distribution of fixtures and fittings between branches.
· To assist in the re-distribution of Gifts-In-Kind (GIK)
· To transfer waste to council sites.
· To undertake requested house clearances, collecting appropriate donated goods  and transferring them to the shop.
· To undertake visits to designated company warehouses/distribution centres to collect GIK stock and/or fixtures - these are often longer haul journeys off the Area.
· To undertake visits to leave and later return to collect the sacks at any designated schools, businesses or other identified establishments.


Customer Service:

· To always present a positive and helpful attitude in Shelter shops and to be an ambassador for Shelter when communicating with donators and other points of contact.
· Excellent customer service skills are essential as you will be the customers first or final contact with Shelter
· To always be polite and respectful of people's property and donations.
· Friendly and helpful manner


General Operations:

· To always adhere to all Health & Safety policies both in shop and at other external places and always wear use/wear Health & Safety equipment/clothing provided.
· To always daily check the condition of the vehicle prior to use - especially consumables (tyres; fuel; oil; water; screen-wash; bulbs; windscreen; etc) and immediately report any issues observed to line manager.
· To always keep within the law when driving and parking the company(leased)vehicle.
· To keep safe the allocated fuel card and reconcile fuel card vouchers and parking receipts.
· To quickly and personally settle any penalties/fines (speeding, parking, etc) if fail to drive in accordance with the law.
· To immediately report any penalty points incurred whilst driving and submit licence for inspection by Shelter on an annual basis.
· To remain fully aware that the company (leased) vehicle is only to be used for authorised company business.
· To attend Area training and team meetings as invited.
· To supervise any volunteers and/or agency staff that may be allocated to work with.


Required behaviours

The Shelter Behaviours demonstrate the attitudes and approaches we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  
At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below.
We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

We enable decision making
· by giving people the tools, they need to make well informed decisions
· by being accountable for the decisions we make
· by delegating authority to those closest to the work

We create change and align behind our strategy
· by participating in change initiatives that deliver our strategy
· by supporting tough strategic choices
· by saying no to work that does not serve our purpose

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback
· by being proactive and taking initiative


Other information

· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.
· This post is not exempt from the Rehabilitation of Offenders Act.

Please note
This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.
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