
 
Donation Processing & Table Clerk 

JOB DESCRIPTION 
 
POSITION SUMMARY 
The part-time Donation Processing & Table Clerk keeps donated items moving smoothly through processing 
to merchandising by sorting and evaluating items, preparing them for sale, and ensuring a steady flow of 
quality merchandise from the donation door to the sales floor. Reporting to the Back Room Lead at Senior 
Thrift, the Clerk represents Island Senior Resources/Senior Thrift to donors when receiving and picking up 
donated merchandise. This position requires physical strength to move furniture and other heavy items. If 
you are optimistic with a good sense of humor, enjoys being around people of all ages and backgrounds, and 
have excellent customer service, we would love for you to join our team! 
 

TO APPLY 
Does this position interest you? 
Visit our website for more information and application instructions. www.senior-resources.org/employment/.  

 
• $19.00-$21.00 
• 24 hours per week, part-time, hourly 
• 12 days of paid vacation per year; accrued at a rate of 8 hours per month. 
• 12 days of sick leave per year; accrued at a rate of 8 hours per month. 
• 12 paid holidays - 11 federal holidays with full office closure plus 1 anniversary holiday. 
• Life and AD&D Insurance (up to a $10,000 benefit) 
• Employee Assistance Program. 
• Optional 401k.  
• Employee discount for 25% off at Senior Thrift 

 
 ESSENTIAL JOB FUNCTIONS 

Donation Intake & Customer Service 
1. Greet, assist, and thank donors and customers in a friendly, respectful manner.  
2. Work with driver on home pickups from donors.  
3. Maintain positive relationships with customers donating items. 
4. Safley unload donated items.  
5. Thank donors for their contributions.  
6. Move donations promptly into the processing area.  
7. Represent the Store professionally at all times.  
8. Maintains standards for accepting community donations. 
9. Assist customers with carry out. 
10. Assist register staff with boxes and bags as needed. 
11. Assist with Point-of-Sale when needed. 

Sorting  
1. Separate donations by department (housewares, clothing, books, toys, linens, etc,).  
2. Identify items that are suitable for sale. 



3. Remove damaged, unsafe, recalled, or unusable items.  
4. Follow Store recycling and disposal procedures.  

Processing  
1. Maintain a safe, organized processing area.  
2. Wipe down or clean off items as needed. 
3. Prepare merchandise for pricing.  
4. Test items when required (lamps, small appliances, blow dryers etc.)  
5. Assemble items if necessary (when possible or needed)  
6. Match and keep sets together (TV remotes and cords, linens, etc.)  
7. Alert the Back Room Lead to unusual, collectible, or high end-value items.  
8. Treat volunteers and co-workers with courtesy and respect. 

Stock Flow  
1. Keep donations moving to avoid bottlenecks.  
2. Maintain organized, clean workspaces.    
3. Keep the processing table clean and organized.  
4. Follow lifting and safety procedures.  
5. Report hazards or damaged equipment. 

Other Duties 
1. Clock in and out for shifts and for meal breaks; approve timecard at the end of the pay period. 
2. Participate in staff trainings. 
3. Other duties as assigned. 

 
QUALIFICATIONS 

Minimum Education/Experience 
 High school degree or equivalent and one year of experience in a retail environment. 

Preferred Experience 
 Experience working in a thrift store operation. 
 Experience in pricing donated items. 

Knowledge, Skills, and Abilities 
1. Ability to approach problem-solving in constructive and effective manner. 
2. Ability to work effectively in a high-energy environment. 
3. Ability to multitask and prioritize the needs at any moment. 
4. Organizational skills. 
5. Ability to work effectively with the public. 
6. Has good personal interaction skills and is able to work cooperatively with others. 
7. Self-directed and works with minimal supervision. 
8. Strong work ethic. 

Physical Demands 
1. Ability to handle frequent exposure to dust, dirt, and allergens from donated items. 
2. Standing/walking for full work shift. 
3. Repetitive movements of upper extremities. 
4. Repetitive reaching or lifting above the shoulder. 
5. Frequent stooping or bending. 
6. Pushing or pulling a weight of 50 lb. or more using tools provided. 
7. Lifting or carrying a weight of 50 lbs. 
8. Color acuity, reading small print, and other visual demands. 
9. Manual dexterity or hand/eye coordination to handle small parts/items. 

Special Requirements 
 Must pass a formal criminal background check as required by RCW 43.43.830. 



Senior Thrift, a program of Island Senior Resources | 5518 Woodard Freeland, WA | 360-321-1600 
reception@islandseniorservices.org | senior-resources.org 

 
Island Senior Resources (ISR) is the primary provider of resources for seniors, adults with 
disabilities, and those who care for them in Island County, WA since 1972. For more information 
about our programs and services visit: www.senior-resources.org.  

Senior Thrift is owned and operated by ISR. Located in Freeland, Washington, we offer new and 
lightly used clothing, furniture, household goods, outdoor items, tools, crafts, books, jewelry, 
electronics, and children’s items. We provide a sustainable recycling service to the community for 
these items and offer low-cost merchandise to islanders and visitors alike. Proceeds benefit 
programs and services provided by ISR. 

Our Mission 
Island Senior Resources seeks to share the joys and help meet the challenges of aging in our Island 

County communities by providing integrated programs and services. 

Our Vision 
We envision an interwoven community in which aging adults and those who care for them are 

supported to live with dignity. 

Our Staff: We hire people, not just qualifications. We respect and value our differences. We ask 
questions and listen to points of view until we find the best answers to every challenge. We seek 
individuals who can work collaboratively, value input, think creatively, and bring their experience 
to an environment where expertise is respected and a desire to learn and improve is 
encouraged. Everyone on staff is both a mentor and a learner every day. All of us are passionate 
about the work we do together and how we care for each other and every person who needs our 
help.   

“I believe in the value of Island Senior Resources; that’s why I work here. We improve 
lives every day for the individuals we serve. Each day when I go home, I know I have 

made a difference. It’s more than a job; I’m doing what I believe in.”  
– Long-time staff member 

Equal Opportunity Statement: Island Senior Resources is committed to the principles of equal employment, and we 
strive to enhance the diversity of lived experiences among our staff. We are committed to complying with all federal, 
state, and local laws providing equal employment opportunities, and all other employment laws and regulations. It is 
our intent to maintain a work environment that is free of harassment, discrimination, or retaliation because of age (40 
and older), race (including traits historically associated or perceived to be associated with race, which include, but are 
not limited to, hair texture and protective hairstyles such as afros, braids, locks, and twists), color, national origin, 
ancestry, religion, sex, sexual orientation (including transgender status, gender identity or expression), pregnancy 
(including childbirth, lactation, and related medical conditions), physical or mental disability (including obesity), genetic 
information (including testing and characteristics), veteran status, uniformed service member status, or any other 
status protected by federal, state, or local laws. ISR is dedicated to the fulfillment of this policy in regard to all aspects 
of employment, including but not limited to recruiting, hiring, placement, transfer, training, promotion, rates of pay, 
and other compensation, termination, and all other terms, conditions, and privileges of employment. 

 


