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Description automatically generated with medium confidence]Victoria Centre, 197a Sussex Road, Southport PR8 6DG
Tel: 01704 264505         Email: hello@compassionacts.uk

Thank you for your interest in our new office and warehouse support role.   To support with short-listing, can you please read through the role and requirements below and demonstrate how you meet each of the requirements within the application form.    
Please return all elements of the application form either via email to alison@compassionacts.uk or post to:  Compassion Acts, Victoria Centre, 197a Sussex Road, Southport, PR8 6DG
We wish you good luck with your application and if you would like an informal chat about the role before applying, please contact us on 01704 264505.

Deadline:  All applications to be received no later than 3pm on Tuesday 23rd December 2025.
Shortlisting:  week commencing 5th January 2026
Interviews: week commencing 12th January 2026

Job Title: Office and Warehouse Support
Location: Southport, UK
Contract Type: Fixed Term for 12 months, extension subject to external funding
Hours: 25 hours per week
Working Pattern: Monday to Friday 10am – 3pm
Real living wage:  £12.60 per hour rising to £13.45 per hour in April 2026

About Compassion Acts
Compassion Acts is a Southport-based anti-poverty charity dedicated to supporting individuals and families experiencing financial hardship. Through practical assistance, community projects, and compassionate support, we work to reduce poverty and build resilience across our local community. We are looking for an organised, friendly, and proactive individual to join our team and help us continue delivering vital services.

Role Overview
The Office and Warehouse Support role provides essential assistance across our charity’s operations, combining administrative duties with hands-on warehouse and reception support. You will help ensure the smooth running of our office, warehouse, and donation-handling activities, playing an important part in the overall effectiveness of our services.

Office and warehouse support

Key Responsibilities
Office Administration
· Provide general administrative support to staff and volunteers, including filing, data entry, and preparing documents.
· Assist with processing referrals, updating internal systems, and maintaining accurate records.
· Support scheduling, communication, and day-to-day office coordination.

Reception & Customer Service
· Welcome visitors, service users, and volunteers, acting as a friendly and professional first point of contact.
· Answering the telephone and office emails, responding with empathy and clarity.
· Direct queries to the appropriate team members and offer general information about Compassion Acts’ services.

Warehouse & Practical Support
· Assist with the movement, organisation, and safe storage of donated items, produce, and supplies.
· Support stock checks, inventory tasks, and replenishment for food support services.
· Carry out lifting, carrying, and general warehouse duties in line with health and safety procedures.
· General housekeeping duties i.e. bins, re-stocking items, kitchen cleanliness, fire alarm testing plus other similar duties



Essential Skills & Experience (assessed: application form and interview)
· Experience working in a similar office, warehouse, or mixed operational environment.
· Proficient in Microsoft Office (Word, Excel, Outlook, etc.).
· Strong communication and organisational skills.
· Comfortable with manual handling tasks.
· Ability to work both independently and as part of a supportive team.
· Understanding of safeguarding vulnerable adults and children
· Ability to maintain confidentiality and respond appropriately to sensitive information.
· Knowledge of Compassion Acts, our projects and reach.



Desirable Skills & Experience (assessed: application form and interview)
· Full UK driving licence. 
· Manual handling certificate (within last 12 months).
· Level 2 Food Hygiene certificate (within last 12 months).
· Similar work within a charitable organisation.



Personal Attributes (assessed:  application form and interview)
· Reliable and trustworthy
· Flexible and adaptive to changing priorities
· Team orientated and willing to go above and beyond to support the team and service users
· Committed to maintaining high standards of health and safety and hygiene
· Positive, hands-on approach with a ‘lead by example mentality’.  


[bookmark: _Hlk4059600]Other Terms of Employment
· A group pension scheme with employer contribution of gross salary

·  Access to our employee assistance programme
 
· 25 days annual leave entitlement per year, plus statutory holidays (pro-rated for part-time employees).   

· An unconditional offer of employment will be made to the successful candidate, subject to successful completion of the following pre-employment screening checks:
· Evidence of a satisfactory Enhanced Certificate of Disclosure certificate from the Disclosure Barring Service (if applicable for the post)
· Evidence to confirm the candidate’s Right to Work in the UK
· Receipt of two references, satisfactory to Compassion Acts


Health and Safety
It is the general duty of every employee to take reasonable care of their own health and safety and that of others and to co-operate with management in meeting its responsibilities under the Health and Safety at Work Act.   Any failure to take such care, or the contravention of safety policy or managerial instructions may result in disciplinary action being taken.
Data Protection and Client Confidentiality
All staff are required to adhere to the regulations of Compassion Acts Confidentiality and Data Protection policies and procedures in support of the Data Protection Act (2018), ensuring they respect the confidentiality of all matters they may learn relating to their employment, other members of staff and the public.
Variation
The postholder may be required to undertake other duties commensurate with the role.   Some duties may be subject to variation changes and will only be made after consultation with the postholder.  
Policy and Procedure Expectations 
Employees are required to comply with all policies and procedures of Compassion Acts including equality and diversity, data protection, health and safety and safeguarding.   
Supervision, Training and Development 
Employees are required to participate in regular supervision and personal and staff development planning sessions, as required.  
Compassion Acts Registered Charity 1172948 and registered limited company 10457781
Compassion Acts is committed to protecting data privacy and will process your personal data in accordance with current legislation.  Your data will only be used for purposes of this application and will only be seen by personnel responsible for recruitment.  
A full data privacy statement is available on request. 
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