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Job Description  
[bookmark: _Hlk52302570]eCommerce Assistant Manager
Job Purpose
We’re looking for a proactive and creative eCommerce Assistant Manager to help grow our charity’s online retail income.  Based at our dedicated House & Home Store in Harrogate, you will support the daily running of our online sales operation, primarily through eBay, while helping to develop new digital sales opportunities.  This is an exciting opportunity to combine commercial acumen with purpose, helping raise vital funds for hospice care through innovative online retailing.
Key Tasks

· Manage day-to-day eBay listings, sales, dispatch, and customer service, ensuring high standards of accuracy and presentation.

· Work to agreed listing, sales, and conversion targets, implementing strategies to exceed expectations.

· Identify and test growth opportunities in new eCommerce marketplaces (e.g. Vinted, Facebook Marketplace, Depop).

· Support donor engagement, building relationships with corporate partners and suppliers to source quality stock for online sale.

· Recruit, train, and supervise eCommerce volunteers, ensuring a positive and productive volunteer experience.

· Collaborate with the marketing and communications team to create engaging product promotions, seasonal campaigns, and supporter messaging.

· Produce accurate performance reports and market insights to inform decision-making and trading improvements.

· Work with shop managers and the wider retail team to identify high-value stock, raise eCommerce awareness, and strengthen connections across the network.

· Ensure compliance with charity retail regulations, online marketplace policies, and GDPR data management.





· Maintain high standards in workspaces, safety, and presentation within the eCommerce unit.

· Deputise for Store Manager and Assistant Manager to ensure continuity of operations. 

Key Measures of Success

· Growth in total online income and profit
· Achievement of agreed targets
· Effective volunteer recruitment and management
· Increased flow of stock

Overarching responsibilities

· To embed the values of the organisation into your working practices, evidencing this regularly and ensuring this remains a priority.

· To live out our values, which drive all that we do, in the context of your everyday work following our behaviour framework.

· To work in accordance, and fully comply, with our organisational policies and procedures.

· To carry out all duties in accordance with the law, , regulations, organisational frameworks, recognised professional guidelines and the have a commitment to FREDIE, integration and collective decision making.

Throughout your time with us we will conduct ongoing employment checks and performance reviews relevant to your role, for example professional registration checks, DBS, appraisals and regular contact meetings.

Terms and Conditions

Reports to:		eCommerce & Furniture Manager
Responsible for:	
Location:		North Yorkshire Hospice Care sites





Person Specification


	What is required? 
	Is it essential or desirable? 
Essential = E
Desirable = D
	How is it assessed? 
Application = A
Interview = I
Task/Assessment = T

	Education/Qualifications

	Good general education 
	
	A

	Experience 

	Experience in online sales or eCommerce operations (preferably eBay).
	E
	A/I

	[bookmark: _Hlk138432098]Confident working with volunteers and leading by example.
	E
	A

	Experience in charity retail or social enterprise.
	D
	A

	Knowledge/Skills 

	Ability to analyse sales data and translate insights into action.
	E
	A/I

	Smooth operational continuity when deputising for senior managers
	E
	A/I

	Knowledge of other online selling platforms.
	D
	A/I

	Interest in sustainable fashion, interiors, or preloved retail.
	D
	A/I

	Basic photography and image editing skills.
	D
	A/I

	Personal Attributes

	Strong initiative, motivation, and attention to detail.
	E
	A/I

	Positive and supportive team player
	E
	A/I

	Excellent written communication and image presentation skills.
	E
	A/I

	Collaborative approach with strong interpersonal skills.
	E
	A/I

	Organised and able to manage competing priorities in a fast-paced setting.
	E
	A/I

	Strong commitment to diversity, inclusion, safeguarding, and ethical practice
	E
	A/I

	Ability to manage the physical demands of retail
	E
	I

	Ability to travel between sites using own car or company vehicle
	D
	I
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