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Job Description

Post: 

Shop Manager
Reports to:
Retail Manager

Grade:

National Joint Council (NJC) SCP 6 – 8 (£19,698 – £20,493 pro rata) 
Hours: 
Worked within Monday to Saturday by mutual agreement. Some flexible working will be required. 

Purpose of Role  

· To manage the day to day running of the shop to maximise sales and profitability. To be responsible for the effective management of the shop. 
Key Responsibilities

1. To manage a high-quality, income generating charity shop.
· To assist and serve customers, maintaining first class customer service standards at all times.

· To operate the till and handle cash.

· To manage the sorting and preparation of good quality items for sale, ensuring standardised and optimised price for all donated stock. 

· To manage the display of stock and contribute to the appearance of the shop ensuring high quality merchandising and window dressing

· To meet sales targets and expenditure budgets set by the Fundraising Manager.

· To plan and oversee appeals for donations. 

· To initiate campaigns and sales promotions to increase sales and profitability.

· To remove unsold stock from display, control stock density and rotation and manage the appropriate disposal of unsuitable / un-sellable items to trade merchants and recycling routes. 

· To recruit and retain sufficient number of volunteers to ensure shop can open for agreed hours. 

· To plan staff and volunteer rotas, daily routines and workloads. 

· To manage shop expenditure in line with budget.

· To promote public understanding of the work Whitechapel delivers and the importance of raising funds through the shop including appropriate use of social media channels.

· To publicise fundraising events and volunteering opportunities for the charity.

· To encourage donors to sign up for Gift Aid and ensure records are fully maintained. 

· To complete all reporting and administration in a timely and accurate fashion, including cash handling and banking, in compliance with the company’s Financial Management Policy.
· To ensure the shop is competing effectively with local competitors.

· To ensure trading standard regulations are adhered to at all times.
2. To provide leadership and take day to day responsibility for volunteer management.
· To take responsibility for the management of performance in the team; proactively managing attendance and performance at both a team and individual level, motivating volunteers and challenging poor performance positively and constructively.
· To facilitate and participate in team meetings as required.
· To ensure safe systems of work are maintained.

· To plan and implement good quality training for staff, placements, volunteers and representatives from external agencies as appropriate.
· To undertake other supervisory and management duties in the organisation as required.
· To ensure all volunteers maintain a high standard of customer care.
3. To ensure organisational policies and procedures are implemented and adhered to.
· To ensure all services are delivered in line with, and taking account of, the Company’s Equal Opportunities Policy and all other Whitechapel policies, procedures and Codes of Conduct, and that good practice is maintained at all times.

· To ensure conditions of service and HR procedures are followed within the team.
· To proactively comply with their responsibilities under health and safety legislation and organisational objectives for health and safety.

4. To manage the shop premises.

· To take day to day responsibility for the shop interior.
· To ensure safe systems of work are maintained.

· To ensure all shop equipment is kept in good working order
· To inform the Fundraising Manager of necessary repairs and maintenance
· To act as keyholder and delegate key holding to others within procedural guidelines.
5. To carry out other duties as reasonably required by senior management.

· To maintain appropriate records and carry out administrative procedures.
· To produce written reports and statistics.
· To maintain good channels of communication and relationships with Whitechapel staff and service users visiting the shop from other sites. 
· To build strong professional relationships and clear lines of communication with other agencies and third parties.
· To undertake other duties as may be required.
Training

The post holder will be expected to undertake training and retraining throughout employment in this post and will be expected to discuss and identify their training goals, with their line manager, to develop their knowledge base and ability in their role.

Health and Safety

Each employee has a duty under the health and Safety at Work Act (S.7) to take reasonable care of the health and safety of themselves and others at work , whether colleagues, service users, visitors or contractors.
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