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Assistant Shop Manager Person Specification

Note to Applicant:  In your application, you should provide evidence of meeting all criteria points on the person specification listed as essential along with as many criteria points listed as desirable as are applicable.  Short-listing will be done by application form alone.  Final selection will be done through a combination of interview and selection exercises.  

	Knowledge and Experience
	· Minimum 2 years’ experience in a retail environment. 

· Experience of working within the charity sector.

· Good understanding of the operation of Gift Aid processes. 

· Clear understanding of till systems, accounting and banking processes

· Experience of managing and working with volunteers. 

· Clear understanding of relevant Health & Safety regulations and procedures. 

· Good understanding of Trading Standards and related legal requirements.
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	Skills and Abilities
	· Well organised.  Ability to maintain efficient work systems.

· Flexible.  Ability to work within a changing environment.

· Excellent written and oral communication skills.  Able to communicate clearly and openly with others and to build strong professional relationships with agencies and stakeholders 

· IT literate.
· Ability to produce and present information and reports, both written and oral, which are concise and evidence based.

· Proven ability to motivate and manage teams and individuals in a positive atmosphere.

· Ability to challenge poor performance positively and constructively.

· Strong decision-maker, comfortable using own initiative to make decisions.

· Ability to develop, implement and monitor policies and procedures.

· Ability to prioritise tasks and to work flexibly in order to meet deadlines and the demands of a busy work environment 

· Ability to represent the organisation as required.

· Ability to work productively as part of a team.
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	Commitment
	· Committed to providing outstanding customer service

· Honest and trustworthy, committed to the ethos and values of The Whitechapel Centre.

· Practising and promoting equality of opportunity.
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