
Roles – During the Sale
Door
Helpers on the door need to greet people, and check NCT membership cards for those allowed early entry.

We require 4 helpers at the door - 2 to collect donations from buyers as they enter and 2 to hand out the blue IKEA bags.
As buyers exit, helpers need to ensure that they have no blue IKEA bags and distribute the Persil & Comfort Samples.

As the sale nears the end, the door helpers need to fold and pack the IKEA bags away for storage.

Equipment Room
Helpers in the Equipment Room need to demonstrate equipment to buyers and generally assist buyers in their purchase of equipment.
If buyers wish to buy large equipment, the item should be reserved and then when the buyer returns with the sales receipt, this should be checked against the sellers label and the item marked as sold and handed over.

Assistance needs to be given with large items, and in exceptional circumstances, access to the rear door to allow the buyer access to the Co-op car park.

We require 4-6 helpers in the Equipment Room – if you are selling a pram, highchair or other large equipment, it is a good idea to help here as you are best placed to demonstrate your item to interested parties.
Tills

Helpers on the tills need to be confident handling money and using a calculator / adding up. 
We require 12 - 14 helpers (2 for each till) – one helper at each till must be a Committee Member, NCT Member or someone who has sold with us regularly before.
Code Checking

The Code checkers need to check through the data that comes through from the tills and sort the labels by individual sellers.
We require 2 helpers for this task – it may be good for someone who needs to sit down for health or maternity reasons.
Data Entry

The Data Entry helpers need to work in pairs, entering the data from the seller’s labels into Microsoft Excel spreadsheets. Helpers need to be comfortable using PCs and Excel.
We require 4 helpers for this task – again, it will be a task that may be suitable for someone who needs to sit down for health or Maternity reasons
Security

The remaining helpers need to assist in the main hall, helping sellers with their purchases and monitoring the doors to ensure that no-one enters or exits from the rear doors during the sale. The Maternity Changing Room door also needs to be monitored.
If you are new to selling and unsure of how things work, this is a good thing to do initially, as you get a good feel for how the sale works and what goes on.
Tea & Coffee Making
Someone needs to make tea and coffee in the kitchen for sales helpers, and wash up afterwards.

This means taking drinks down to the till and code checking rooms, and letting helpers in the main hall know that tea and coffee is available for them at appropriate times during the sale.

We require 2 helpers for this task.
Rails
Whoever assists in collecting/returning the clothes rails from the Woking Garage does not need to help during the remainder of the sale. Rails need to be at the hall by 7:45am at the latest. Rails need to be collected from the hall at 12:10pm.

