
 
 

Job Description- Online shop coordinator and administrator 

Reference: NMT/136 

Job Purpose: No More Taboo is a not-for-profit social enterprise, advocating for a period-friendly world for all. 

Period poverty is affecting millions of women and girls worldwide. Many do not have sufficient access to the 

knowledge or resources to have a safe, dignified and clean period due to lack of education, sanitation and 

social stigma. We are changing this through innovative, long-lasting solutions. We sell sustainable sanitary 

products, subscription boxes, workshops and training to support organisations and other businesses to ensure 

their service users, employees and students have healthier, happier and more affordable periods. 100% of our 

profits go to our charity work, reducing the impact of disposable products and breaking the silence around 

menstruation. 

We are at a pivotal stage of our development, starting to gain more traction and really grow as an 

organisation. Some of our most important elements such as maintaining the online shop and helping to 

administrate the business side of the organisation need support. 

We are looking for someone based near Totnes, who can spend half a day a week at our home-office just 

outside Harbertonford supporting the director with the coordination of the online shop and other related 

administration tasks, to ensure an efficient, smooth-running business which is such an important element of a 

successful social enterprise. We want someone with energy, who is meticulous and enjoys organisation. 

Key Tasks and Responsibilities: 

- Processing orders through the online shop including contacting customers if required. 

- Packing orders- including printing address labels and invoices. 

- Stock take- ensuring we keep detailed records of what we have available and ensuring the online shop 

is up to date with this. 

- Ordering new stock- checking trends and past orders to understand best time to order new stock. 

- Dealing with any customer enquiries related to products. 

- Supporting with the processing of documenting expenses and keeping clear accounting records 

- General promotion of the no more taboo ethos and advocacy of the issues throughout the duration of 

the role.  

- Assisting with general administration including answering emails and calls, processing paper work, 

keeping clear records and files. 

Salary: Voluntary position. 

Location: Working from our home-office just outside Harbertonford TQ9 7LE. 

Hours: 4- 6 hours per week fully flexible 

Full training and induction shall be provided. 

Skills/attributes/knowledge/experience 

Essential: 

Confident self-starter. 

Proven successful press release drafting. 

Interest in PR, public affairs and/or media. 

Committed and able to dedicate the equivalent of six hours each week to the role. 

Flexibility in terms of if a piece of work is required able to turn it around in approx. 48 hours. 

Interested in our causes and ethos around menstruation, sanitation and the environment. 

Proven written communication skills. 



 
 

Team working experience. 

Confidence to work on own initiative with minimum supervision but knowing when to consult 
with and inform others.  

Organised, able to set and meet own targets and goals. 

Happy to work from home. 

Desirable: 

Creative and imaginative thinking. 

Experience of working in the third sector. 

Able to attend weekly team skype meetings (currently at 5.30pm on weds) to keep up-to-date 
with team and get ideas for content. 

Ability to work to fixed timelines and be responsible for meeting targets. 

Oral communication skills. 

 

How to Apply: 

To have an informal chat about the role call Chloe on 07934739098. 

Please send a covering letter (no more than 2 A4 pages) specifying how you meet the essential and if 

applicable desirable criteria specified above and a copy of your C.V. to chloe@nomoretaboo.org. 


