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Willen Hospice  

Job Descriptions 
Job Title:  Team Leader  
(Warehouse Stock Control)  
 

Department:   Business Development 
 
Team:              Retail & Staples Team 

Reports To:   Commercial Manager 
(Retail Partnerships & Operations) 
 
Band:            C 

Hours:  37.5hours (including occasional 
evening and weekends)  
 

Main Purpose of the Job: 
Basic reason for, and purpose of, the position 
To lead and champion accuracy of stock holding and integrity which means shops have 
great availability for customers, stock loss is minimised and is always investigated. 
Leads on process and ensures stock movements are recorded to ensure we achieve 
maximum value for the hospice. 
Key Accountabilities: 
 

1. Working collaboratively with the Warehouse Workflow Team Leader agree and manage 
the stock locations for goods within the warehouse ready for distribution to appropriate 
channels over the short, medium and long term as necessary. 

2. To achieve Stock Control KPIs- specifically- Stocktake Var/Stock Days/Aged Stock Value 
& Count Compliance 

3. To have quarterly “Continual Improvement Plan” focussed on logic and efficient location 
of stock, count cycles and processing of goods.  

4. Accurate checking of and booking in of stock and ensuring stock file including product 
description SKU’s and EANs are managed and updated with correct cost price and sell 
price agreed with line management. 

5. To ensure aged stock is counted periodically and distributed to shops/agree price 
decreases with line manager if needed to ensure clearance. 

6. Undertake a process review to ensure shops have enough stock to achieve targets 
creating a bespoke supply chain when necessary. 

7. Quality check incoming goods and request credits where needed- ensure documented 
and followed up. 

8. Manage the stock control system to ensure an accurate record of stock transfers, stock 
holdings by site and sales activity is kept.  

9. Make recommendations to the Commercial Manager on the best selling lines based on 
data and location. 

10. Carry out monthly count cycle and lead on twice yearly stocktakes across the 
Distribution Centre and the retail portfolio.  

11. To cover other warehouse team leader roles in their absence and take on their required 
duties on a temporary basis if needed. 

12. Investigate any stock discrepancies in warehouse or in shop if requested. 
13. Undertake other duties as requested by the Commercial Manager or Associate Director 

of Commercial to support retail activity. 
 
Code of Conduct for all Employees  
  

1. To operate at all times within the Willen values.  
2. To act in a way that promotes the wellbeing of staff, volunteers, patients and 

families.  
3. To work constructively with colleagues and stakeholders at all times.  
4. To act as an ambassador for Willen at all times  
5. To maintain confidentiality at all times.  
6. To participate in annual Appraisal and attend any training identified.  
7. To attend all mandatory training, e.g. fire training, moving etc.  
8. To abide by the Policies and Procedures of Willen Hospice. 
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Employee to sign and return a copy of the Job Description to the HR Department in 
acceptance and understanding of the role requirements. 

Employee’s Name (Please print) …………………………… and signature …………………………… 
Date of Issue: ………………………………………… 
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Employee Specification Matching Form 
 

Job Title:  Team Leader (Warehouse Stock 
Control) 

 

Department:  Business Development – 
Retail Team 

 
 
 Factor Requirement   
1 
 

Communication & 
Relationship Skills 
 

Good communication skills. Builds good working 
relationships with others in the Distribution Team, 
wider Retail team and BD teams. Requires diplomacy 
and persuasive skills to deal with contacts, suppliers, 
supporters and customers, providing good customer 
care and acting as an Ambassador for Willen Hospice 
at all times.   

3 21 

2 Knowledge, Training 
& Experience 

Minimum of 3 years warehouse experience including 
good understanding of stock control management and 
warehouse processes. Previous experience in a retail 
environment and/or charity sector experience 
desirable. Excellent IT skills essential, including 
maintaining databases. Understanding of Cybertill 
back office desirable.  

3 60 

3 Analytical & 
Judgmental Skills 
 

Highly analytical- should be comfortable handling lots 
of data and interpreting this into required actions or 
next steps 

3 27 

4 Planning & 
Organising Skills 
 

Responsible for quarterly plan to drive improvement. 
Good planning and organisational skills essential to be 
methodical in routines and processes that are needed 
to maintain a strong inventory and process. Planning 
ahead to organise where stock should be located in the 
Warehouse and how it should be accounted for. 

3 27 

5 
 

Physical Skills 
 
 

Regular use of PC including email, stock system & Gift 
Aid documentation. Movement of goods etc. using the 
equipment provided. Stock handling moving when 
counting. Required to drive on company business. 

2 15 

6 
 

Responsibility for 
patient or client 
care 

No responsibility for patient care.  1 4 

7 
 

Responsibility for 
Policy/Service 
Development 

Along with other team leaders should always have a 
quarterly “continual improvement plan” which should 
lead to actions to support a more efficient and happy 
workforce 

2 12 

8 
 

Responsibility for 
Financial/ Physical 
Resources 

Responsible for stock related financial performance- 
processes and controls in relation to the back office 
accounting of stock 

3 21 

9 
 

Responsibility for 
Human Resources 
 

No team to manage just process- but if covering on 
holidays of other TLs important to have an 
understanding of processes and who to contact for 
help. 

1 5 

10 
 

Responsibility for 
Information 
Resources 
 

Superuser for Cybertill database. Responsible for 
maintaining the integrity of the data on this system. 
Use of IT for email and for inventory control via 
Cybertill is a major part of the job role. May train and 
provide guidance to others on use. Point of contact for 
Cybertill development. 

3 16 

11 Responsibility for Pro-active looking at ways to improve stock control 1 5 
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 Research & 
Development 

12 
 

Freedom to Act Role is managed rather than supervised. Postholder 
decides how results are to be achieved, operating 
within agreed guidelines, operating procedures and 
parameters. Able to escalate as necessary.  

3 21 

13 
 

Physical Effort Significant moving and handling of sacks and cartons 
of stock. Some requirement for stock handling 
including some quite large items e.g. furniture. 

3 12 

14 
 

Mental Effort Concentration required when updating stock system 
and records, using computer skills. Prolonged 
concentration needed and interruptions can be regular. 

3 12 

15 
 

Emotional Effort Tact and diplomacy and to demonstrate empathy when 
dealing with diverse team of staff and volunteers. Rare 
indirect exposure to distressing circumstances.  

1 5 

16 Working Conditions Reasonable environment split between warehouse and 
office. 

2 7 

  
        270 – Low Band C 
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