
Circular Malton & Norton CIC 

Volunteer Role Descriptions 

Inspire to Act Champion (Shop Hub Role) 
Purpose: To welcome and inspire visitors to take simple sustainability actions while supporting the 
smooth running of the Hub shop. 

Key Responsibilities: 

 Welcome all visitors in a friendly and inclusive way 
 Support customers with storytelling, browsing and purchasing items 
 Share and discuss fun facts and easy practical ideas for taking simple circular steps 
 Signpost visitors to workshops, repair cafes, and local initiatives 
 Advise on process and first steps for commissioning/upcycling items 
 Encourage volunteering and explain next steps 
 Keep the shop and shared areas tidy, organised, and well-presented 
 Upload availability accurately and monthly in advance on Sling scheduling system or provide timely 

information for Hub Lead to upload 
 Commit to attending on pre agreed dates and times or provide timely notice to Hub Lead so 

replacements can be found 
 

Skills & Attributes: 

• Friendly, confident communicator 
• Passion for sustainability and community 
• Good listener and adaptable 
• Reliable and organized 
• Responsive to directed actions and proactive 
• Behaviours matching the CMN values  
 
Key Expectations:  
 

♥ Meeting role responsibilities consistently 
♥ Forward planning of availability and commitment to meet planned dates and times 
♥ Behaviours reflect and uphold the CMN values with customers and colleagues 
♥ Inclusive and respect for all, especially diverse from oneself 
♥ Follow safeguarding policy 

 

  



Circular Malton & Norton CIC 
Volunteer Role Descriptions 

Inspire to Act Champion & Digital Operator (Shop Hub & System Role) 
Purpose: To welcome and inspire visitors to take simple sustainability actions while supporting the 
smooth running of the Hub shop. 

Key Responsibilities: 

 All responsibilities of Inspire to Act Champion  
and additionally 

 Complete customer sales purchases using till/s and ensuring price paid matches ticket, adjusting on 
till if required 

 Ensure completion of payment by card, cash and accurate change 
 Offer and ensure receipt provided in line with 2 till options 
 Apply reward card stamp for relevant purchases 
 Offer packing and carrier and wrap if required 
 Correctly upload new products onto Shopify, following protocol and agreed price with Upcycler and 

Director 
 Upon checking with Hub Lead, apply discount if reward card redemption or promotion or 

misalignment on Shopify system vs price ticket 

Skills & Attributes: 

• All responsibilities of Inspire to Act Champion  
and additionally 

• Able to use and confident with digital processes and till (training will be provided) 
• Calm under pressure 
• Accurate and detail orientated 
• Numerically comfortable 
• Willing to ask for help 

 
 
Key Expectations:  
 

♥ Meeting role responsibilities consistently 
♥ Forward planning of availability and commitment to meet planned dates and times 
♥ Behaviours reflect and uphold the CMN values with customers and colleagues 
♥ Inclusive and respect for all, especially diverse from oneself 
♥ Accurate and responsible with payments 
♥ Follow safeguarding policy 

 

  



Circular Malton & Norton CIC 
Volunteer Role Descriptions 

Upcycling Artisan (workshop, studio, home) 
Purpose: To transform donated materials into high-quality, reusable products. 

Key Responsibilities: 

 Create new items from donated or sourced second hand materials 
 Repair and improve items to extend their life 
 Contribute to preparing items for classes 
 Complete commissions if and when jointly agreed by following designs and as per customer signed 

project 
 Ensure items are safe, durable, and well-finished 
 If fire label or Children’s CE labelling required, follow protocol to meet standards and apply correct 

label 
 Maintain a clean and safe workspace 
 Follow Health & Safety procedures 
 Work collaboratively with the team 
 Upload availability accurately and monthly in advance on Sling scheduling system or provide timely 

information for Hub Lead to upload 
 Optional – can receive 50% commission on the sales price when and if upcycled item is sold, then 

individual takes full responsibility for own tax and benefit declarations 

Skills & Attributes: 

• Practical making or craft skills (training can be provided) 
• Creative and solution-focused; open to direction 
• Customer commitment focused 
• Attention to detail 
• Complete safe use of tools and equipment 
• Risk assessment and consideration mindset  
• Passion for sustainability and community 
• Good listener and adaptable 
• Reliable and organized 
• Responsive to directed actions and proactive within role responsibilities 
• Behaviours matching the CMN values with customers and colleagues 

 
 
Key Expectations:  
 

♥ Meeting role responsibilities consistently 
♥ Forward planning of availability and commitment to meet planned dates and times 
♥ Behaviours reflect and uphold the CMN values 
♥ Inclusive and respect for all, especially diverse from oneself 
♥ Safe and Responsible with tools, workspace and colleagues 
♥ Follow safeguarding policy 
♥ Own responsibility for tax and benefit declarations, if receiving commission for any sold items 


	Volunteer Role Descriptions
	Inspire to Act Champion (Shop Hub Role)

	Volunteer Role Descriptions
	Inspire to Act Champion & Digital Operator (Shop Hub & System Role)

	Volunteer Role Descriptions
	Upcycling Artisan (workshop, studio, home)


