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Donor Greeter
Job Description 

Title:		Donor Greeter
[bookmark: _Int_fnowRJEr]Status:		Hourly, Non-Exempt
[bookmark: _Int_Z8bD4WpE]Location:	Donated Goods Retail
[bookmark: _Int_2dvVBag2]Reports to:	Store Manager

Purpose:
Maintains positive donor relations by greeting, thanking, and offering tax receipts to donors. Presorts donated merchandise into categories according to agency policies, procedures, and practices. Represents the agency in a positive manner to the public through their actions and friendliness.

Essential Functions:
1. Ensures 100% donor and customer delight.
2. Greets donors in a prompt, friendly, and courteous manner; provides assistance unloading donations from vehicles, offers tax receipts, and maintains accurate daily counts of donations.
3. Keep the donor door area neat and clean. Adheres to all safety practices, procedures, and policies.  Reports any malfunctions of equipment or buildings to store team leadership.
4. Secures donor door at end of each day. This includes bringing in bell hose (if applicable), closing and locking donor door, and any other store specific closing needs. 
5. Notifies store team leadership of any large items donated that cannot be stored or moved safely.
6. Handles all donations carefully and pre-sorts donated merchandise quickly into categories – apparel, shoes, purses, wares, electrical and mechanical, books, and miscellaneous that are in re-saleable condition.
7. Tags totes, bins, duros as directed, and places in assigned areas. Assists with material movement labels.
8. Levels off totes to ensure safety and adheres to the two-finger rule when filling and stacking.
9. Other duties as assigned.

Key Competencies:
Integrity, respect for all, customer service, teamwork, communication, quality, safety. 

Key Behaviors: 
Model our agency values by putting people first, acting with honesty and integrity, providing an inclusive, equitable, safe and welcoming environment, meeting people where they are, partnering to expand our impact, providing a hand up, not a hand out, serving as stewards of donations and the environment, celebrating and rewarding success, and innovating and adapting to change. 

Specific Experience/Skills/Abilities:
· Previous work with the public preferred.
· Use courtesy and tact in dealing with people.

Relationships:
	A. Positions Supervised:
	None.

	
	

	B. Internal:
	Communicate effectively and develop teamwork within the store and agency.  


	
	

	C. External:
	Represent the agency in a positive way to the community including donors and customers. 




Basic Requirements:
	A. Education:
	High school diploma preferred or GED.

	
	

	B. Certification:
	Employees who utilize their vehicle for agency purposes must have a valid driver’s license and automotive insurance.  Must regularly provide the agency with proof of valid automotive insurance. Employees who utilize their vehicles for agency purposes must have a valid driver’s license and automotive insurance.  Must regularly provide the agency with proof of valid automotive insurance.

	
	

	C. Work Conditions:
	Required to wear uniform, which includes identification tag. 
Weekends, evenings, and holidays as required.  Occasional extra hours as donations and substituting demand.  Outdoor work is required year-round.   Must be able to perform physical requirements of the position including but not limited to frequent standing, walking, stooping/bending/crouching/squatting, bilateral reaching, forward and floor to waist; frequently lift/carry up to 50 lbs.

	
	

	D. Equipment:
	[bookmark: _Int_xC1jSaEE]Tilter, computer, compactor, floor machine, hand jack, stacker, may operate tow motor.



Job Description Review:
[bookmark: _Int_4QJZ5GS8]I understand this job description and its requirements; and that I am expected to complete all duties as assigned.  I understand the job functions may be changed sometimes.  I will be able to perform the essential functions of this position with or without accommodation.  I understand that if I need accommodation for this position, I will inform the supervisor or a representative from the Human Resource Department of my accommodation needs.
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