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JOB DESCRIPTION 
 
 
	TITLE: 
	Relief Van Driver

	LOCATION: 
	Eastbourne, Newhaven, and East Sussex 

	HOURS: 
	Bank contract, zero hours, (shifts offered on a rota basis; may include early mornings from 6:00am, evenings, weekends and Sundays) 	 	 	  

	SALARY: 
	£12.71 an hour + holiday pay in rate
 

	RESPONSIBLE TO: 
	Warehouse Manager 
 

	RESPONSIBLE FOR: 
	Van assistants and volunteers
 


 
 Purpose of the Role

To support the Retail Team by carrying out daily warehouse operations, safely driving charity vehicles, and completing stock collections and deliveries. This role is essential in ensuring the smooth movement of donated goods and maintaining high service standards for our customers, supporters, and retail outlets.

Please note: This role requires a good level of physical strength, including lifting furniture, walking distances and moving heavy goods.


DUTIES AND RESPONSIBILITIES: 
 
 Vehicle Operations
1. Complete daily van checks and records, maintain van cleanliness, and report issues promptly.
2. Drive the van safely and courteously, following the Highway Code, all road / parking legislation.
3. Load vans safely and correctly following all operational guidelines.
4. Carry out recycling and waste‑transfers, professionally following site rules and required paperwork.
5. Take responsibility for the supervision and safety of Van Assistants and Volunteers.

Collections and Deliveries
6. Collect donated furniture and household items from supporters’ homes, ensuring safe handling and compliance with F&E checks (e.g., fire labels, toxic substances).
7. Identify Gift Aid opportunities and complete donor‑related paperwork correctly.
9. Deliver furniture and items to customers’ homes, operating carefully and respectfully.
10. Transport stock between shops and warehouses, ensuring goods are undamaged and all transfer forms are completed accurately.
11. If required, distribute (“bag out”) and collect donation bags on assigned street routes as directed. (typically 150–200 houses per route).

House Clearances
12. Carry out house clearances in line with Age UK East Sussex clearance procedures.
13. Verify authority to donate and any required clearance documentation.
14. Pack, label, and load items carefully and respectfully, including clearing lofts and outbuildings.
15. Create accurate inventories using the House Clearance forms and follow all risk assessments and handling guidelines.
16. Sign over all clearance items back into the warehouse to ensure full accountability.
17. Liaise with the Warehouse Duty Manager regarding issues, risks, or support during clearances.

Warehouse Operations
18. Assist in keeping yard and recycling areas clean and hazard free, moving, cleaning items as required
19. Maintain a clean, safe, organised internal warehouse environment, following health & safety and manual handling procedures.
20. Support the warehouse managers as required to move items around the warehouse.
21. Ensure all items are correctly labelled and stored, such as mattresses in covers, at all times.

Other
1. Work within all Age UK East Sussex policies including equal opportunities, confidentiality, safeguarding, and health & safety.
2. Be flexible in adjusting working arrangements to attend meetings, support events, and cover staff sickness or annual leave.
3. Work within our quality frameworks (ISO9001 and Quality Counts).
4. Cross‑promote all Age UK East Sussex services, products, and commercial activities.
Training
1. Complete mandatory and role‑specific training as agreed with your Manager.
2. Be committed to ongoing professional development.
3. Work additional days where required to complete training on procedures and organisational practices.
 
Changes to this document 
 
1. Age UK East Sussex intends to review this document on an annual basis to best suit the changing nature of the role as the service develops. Any changes will be made by mutual agreement. 
 
 



Person Specification 
 
	Attribute 
	Quality 
	Essential/ Desirable 
	Assessed 

	Education/ 
Qualification 
 
 
 
	Full clean UK Driving Licence 
 
GCSE or equivalent English and Mathematics. 
	E 
 
 
 
E 
	 
 
Application 

	Experience 
 
 
 
 
	Experience of furniture removals  
 
Experience of driving a van for work purposes
 
Experience of customer delivers and working with the public
 
Stock movements and warehouse experience 
 
Charity retail experience 
	D 
 
E 
 

D
 
  
D 
 
D
	 
 
 
 
 
 
Application 
 

	Knowledge 
 
 
 
	Geographical knowledge of the local and surrounding areas 
 
Knowledge of safe manual handling 
 
Knowledge of waste transfers and furniture fire regulations
 
A good standard of computer competency and literacy  
	 
E 
 
D 
 
D 
 

D 
	 
 
 
 
Interview 
 
 
 

	Skills and Abilities 
 
 
 
 
 
 
	Excellent communication skills 
 
Good time keeping 
 
Ability to work as part of a team 
 
Professional and Presentable Work conduct
	E 
 
E
 
E 
 
E
	 
 
 
 
 
 
 

	 
 
 
 
 
 
 
 
 
	Ability and willingness to travel throughout East Sussex and to work flexible hours on occasion in order to meet the demands of the role 
 
Good organisational skills 
 
Empathetic approach and ability to listen to, understand and respond to the needs of older people 
	 
 
E 
 
 
E 
 
 
E 
 
 
	 
Interview 
 
 
 
 
 
 
 
 
 

	Other 
	Commitment to delivering a high quality service 
 
Commitment to adhering to Health & 
Safety procedures 
 
Commitment to equal opportunity to all 
members of the community 
 
Willingness to learn new skills and acquire knowledge appropriate to the tasks outlined in the job description. 
 
Willingness to work unsociable hours 
when required 
	E 
 
 
E 
 
 
E 
 
 
 
E 
 

 
E 
	 
 
 
 
 
 
Interview 


 
 
I confirm that I have received and read the above Job Description and Person Specification. 
 
As an employee of the charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level. 
 
Employee Name............................................................................................................. 
 
Signature......................................................................................................................... 
 
Date.................................................................................................................................  
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