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 Assistant Shop Manager
JOB DESCRIPTION

Job Title:

Assistant Shop  Manager 
Accountable to:
Retail Manager
Responsible to:
Shop Manager
Main Purpose of Post:
· To assist with the management and co-ordination of the daily retail activities for the shop, assist with all aspects of the running the shop. 
· To develop and deliver a high standard of customer service maximising sales and profitability. 
· To provide cover for the shop manager for holidays, sickness or training.
Key Accountabilities

· Assist with the management of all shop staff and volunteers who work for the hospice shops, as requested.
· To be accountable for assisting the manager in maximising the opportunity for sales and profitability.

· To be accountable for assisting the manager in the proficient management of all stock levels as submitted, recycled and displayed within the shop, as requested.  
· To ensure that the shop is adequately staffed at all times, including holiday and sickness cover

· To comply with all relevant policies and procedures.

Main Responsibilities

· To create an environment in the shop; which provides a professional standard of both customer care and service.
· To ensure all shop staff adopt a professional, pleasant and courteous manner with all of the customers, at all times.

· To ensure the window display is attractive and rotated on a regular basis to maximize sales and profit.

· To be responsible for developing and maintaining a safe working environment for staff/volunteers and visitors working to Derian’s Health & Safety policies, as requested. 
· To be responsible for ensuring that the shop premises comply with all health and safety legislation regarding staff, volunteers and customers.

· To assist the manager in ensuring all staff/volunteers/vulnerable people have completed all necessary training to comply with the health & safety policies and procedures and with the hospice procedure safeguarding the welfare and safety of all staff, as appropriate. 
· To ensure that stock levels are well maintained, rotated and easily accessible to customers at all times, as requested by the Shop Manager.
· To identify items for recycling and ensure items are bagged correctly and collected maximising any recycling opportunities.
· To assess and price goods for sale, ensuring maximum value is obtained.
· To assist with the management of cash handling, banking, expenses, petty cash and security collections adhering to financial policies and procedures, as requested and appropriate. 
· To support and assist with the promotion of agreed fundraising events and activities, as appropriate.
· To ensure that cash and stock are kept secure at all times and be responsible for reporting any shortfalls, as appropriate.

· To support the Shop Manager with the management, implementation and coordination of the staff and volunteer rota to ensure adequate staff levels in the shop at all times.  

· To be responsible for assisting with the management of all volunteers assisting in the shop, ensuring they feel supported and their duties are carried out effectively and efficiently.
· To identify gaps in volunteer assistance and report to the Shop Manager. 
· Accept donations from customers and promote gift aid
· To be responsible for the housekeeping of the shop to maintain a clean and pleasant environment.
Quality Assurance  
· To identify ways of continued quality improvement.
· To ensure a consistent approach within the hospice shop at all times.
· Improve the quality of service by evaluating systems and devising new processes as appropriate. 
Communication
· Regularly attend team and other meetings as appropriate, contributing positively to discussions and debates and participating in shared decision making.
· Ensure effective communication including the dissemination of information accurately and timely to support effective team working.

· Act at all times as an ambassador for the organisation and maintain positive and effective communication both internally and externally in representing the service offered by the hospice.

· Produce clear, legible and consistent written documentation, if required and as appropriate.
Key Working Relationships

· To adopt a professional approach with all staff, customers and volunteers at all times. 
· To work closely with the Shop Manager, as appropriate and within the parameters of the provision of the hospice shops. 

· To liaise with external service providers as necessary. 
· To support the Retail Manager as required.

Professional   
· Ensure that personal actions and conduct apply with hospice policies and procedures.

· Take responsibility for identifying own personal development and education needs ensuring all identified competencies are completed and kept up to date.

· Adopt and present a proactive approach to personal and professional development, participating in annual appraisal, learning opportunities and reflective practice.
· To maintain confidentiality in all aspects of the role, as appropriate.  Disclosure to any unauthorised person is considered a disciplinary offence.

Health and Safety
· To report and record all accidents and incidents in line with hospice procedure safeguarding the welfare and safety of all staff during working hours with regard to the Health and Safety at Work Act.

· Take reasonable care to avoid injury to yourself or to others and to co-operate with Derian House in meeting its statutory requirements.

This job description does not attempt to describe all aspects of the role to be performed, but indicates the general role required of the post holder.  It is open to review and as a result alterations and additions may be made.
Person Specification

Job Title:   Assistant Shop Manager
	Criteria

	Essential
	Desirable



	Professional/ Qualifications & 

Special Training & Education

	
	Basic numeracy and literacy (GCSE)

	Managerial/Leadership


	Proven ability to lead/supervise, with the ability to motivate others, as appropriate.
Well-developed team building skills.

	Proven ability of operating as an assistant shop manager.

Leadership and motivational skills training.



	Knowledge/Proven Ability
	Proven ability of maintaining retail processes and procedures.
Evidence of a well-developed capability to provide knowledge of requirements with the retail sector. 

	

	Skills & Abilities
	Evidence of a well-practised communication skills; both verbal, non-verbal and written.
Ability to record information in a concise, accurate and legible manner, as appropriate.
Ability to work on own initiative.
Proven ability of organisation and negotiation skills.
Demonstrable knowledge of Microsoft office
ing with a young
	Proven ability of operating a retail provision in the charity sector.

	Personal Qualities
	Accountable for self and actions.
A positive can do attitude.
Calm and objective.
Assertive, confident and approachable.
A commitment to working with and supporting volunteers.

	Recognition of own limitations.



	Special Circumstances / Additional Requirements


	Car Driver
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