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Role Description 

 
ROLE TITLE:    Warehouse Donation volunteer  
 
REPORTS TO:    Warehouse Manager  
 
HOURS OF WORK:  Flexible shifts, during opening times which are from Monday 

to Saturday 9.00 am to 5.00 pm.   
 
BASE: 1 Station Road, Glenfield Leicester. LE3 8BT or 56 Pullman 

Road Wigston LE18 2DB     
 
Impact Statement 
LOROS shops generate a huge amount of income from the sale of donations. The 
Warehouse Donations volunteer is part of a team who make sure there is a consistent 
supply of goods for every shop directing specialist items to the specialist shops. 
 
Summary of Volunteer Role 
This role comprises two parts: the customer facing element in the donation room and 
the back office element in the warehouse where donations are sorted for sale. 
 

1. Key customer facing Volunteer Duties include: 
 Operating the till to print gift aid labels  
 Signing new people up to Gift aid on the till 
 Receiving donations and helping customers  
 Advising customers with any queries about donations 

 
2. Key Volunteer Duties in the warehouse include: 

 Sorting donations  
 Placing donations in different areas for different shops  
 Ensuring specialist or high value items are placed in the correct locations 

 Ensuring gift aid stock is labelled 

 

Essential Requirements 
 Basic IT skills for customer facing role 
 There will be some lifting and moving items of  

varying weights, size and shape. 
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Personal Qualities to fulfil role 
 Friendly 
 Flexible 

 Reliable 
 Work as part of a team 
 Good attention to detail 

 

Learning and Development required to fulfil role 
 
Mandatory Training (Annual):  

 Fire Safety Awareness  
 Health and Safety quality and Diversity  
 Safeguarding  

 Data security (including confidentiality) 
 PREVENT training 
 Infection prevention 

 
Compliance Training 

 None 
 

Role specific Off the job training 
 Lifting and handling 

 
On the job training carried out by the manager, volunteer buddy or volunteer 
co-ordinator 

 Induction 
 Shop specific training relating to the till 
 Finance processes 
 Warehouse processes 
 Fire evacuation and emergencies 

 
General guidelines for volunteers: 

1. All volunteers are subject to: 
 Equal Opportunities Legislation,  
 The Data Protection Act  
 The Health and Safety at Work Act 1974. 
 LOROS Safeguarding Procedures  
 LOROS Confidentiality Policy. 

2. All volunteers should be aware of and aim to contribute to LOROS’ Vision and 
Mission and also strive to exhibit the Values & Behaviours at all times (see Our 
values and behaviours below). 

3. All volunteers will receive a handbook which outlines key information.  

4. All volunteers are entitled to receive appropriate training and support to fulfil 
their role, this will be discussed and appropriate plans put into place by their 
manager. 
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