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Shop Manager Person Specification

The Whitechapel Centre is the leading homeless and housing charity for the Liverpool Region.  We work with people who are sleeping rough, living in hostels or struggling to manage their accommodation. We are committed to reducing social exclusion and health inequalities and helping people find a home and learn the life skills essential for independent living.  Reflecting the diverse routes into and through homelessness, Whitechapel operate a variety of services in different settings which ensure individuals do not slip through the net of provision.  Our aim is to offer services which are of the highest quality achievable, relevant, informed by service users, and responsive to need.

Our Mission is to prevent and resolve homelessness, social exclusion and housing related poverty by providing practical, tailored support so that each person can find and maintain a home and achieve their potential.

Our Values

· We don’t give up on anyone.

· Equality and fairness underpin everything we do.

· We go the extra mile. 
· We invest in our local community.

· We think outside the box.

· We do things with, not for, people.

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
	· Mininum 2 years’ management 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, accouning and banking processes

· Experience of leading, managing and working with volunteers. 

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

· Good understanding of Trading Standards and related legal requirements.

· Good basic understanding of employment legislation.
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	Skills and Abilities
	· Well organised.  Ability to set up and maintain efficient processes for sourcing and securing donations, sorting, pricing, display, customer service, sales and disposal of goods.

· Visionary and creative.  Ability to work within a changing environment.

· Ability to plan and deliver highly effective marketing campaigns.

· Proven ability to meet sales and profit targets and to work within expenditure budgets

· 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, capable of identifying how technology can be utilised to move the business forward.

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

· Proven ability to recruit, motivate, manage and lead 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.
· Knowledge of Social Media and an interest in developing and maintaining an interesting, interactive and relevant social media presence

· Knowledge and experience of on-line selling platforms and an interest in helping us to grow our on-line sales.

· Comfortable with lone-working
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	Commitment
	· Committed to providing outstanding customer service
· Commitment to maintaining the standard and ethos established at Open Door
· Honest and trustworthy, committed to the values of The Whitechapel Centre.

· Practising and promoting equality of opportunity.
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