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Shaw Trust is a national organisation whose aim is to enable disabled and disadvantaged people to achieve their potential in work opportunities.

JOB DESCRIPTION

ASSISTANT MANAGER - RETAIL

Main Purpose

To assist in the management of the shop, in line with current company policy, in order to maximise sales and profit and to help increase the profile of Shaw Trust.  To assume responsibility for the shop in the Manager’s absence.   To communicate regularly with the Shop Manager on all operational and other relevant issues that effect the running of the shop.

Position

The Assistant Manager is responsible to the Shop Manager for carrying out the duties of the post.

Duties

1. To assist in the day to day management of the shop, to enable the shop to operate effectively and achieve its maximum trading potential.

2. To provide cover for the Shop Manager during holidays, sickness and work additional hours where necessary. 

3. Sort, steam and price incoming stock and rag stock that is unsaleable.

4. To maintain a high standard of presentation in the shop, ensuring that stock is rotated regularly and levels are maintained in line with current company policy.

5. To assist the Shop Manager in keeping all staff informed of operational matters and communicate any Head Office instructions.

6. To assist in recruiting, training and managing a sufficient number of volunteers to provide adequate cover during shop opening hours.

7. To carry out housekeeping duties in order to keep the shop clean and presentable.

8. To promote high standards of customer care ensuring that customers are treated with courtesy and attention at all times.

9. To assist with the monitoring of sales performance and to work with the Shop Manager to achieve agreed sales budget figures.

10. To work with the Shop Manager to maintain all costs at the lowest possible levels.

11. To control and maintain the security of stock and cash at all times and ensure monies are banked daily.

12. To maintain all administrative procedures and complete appropriate paperwork accurately and on time.

13. To adhere to health and safety regulations and assist the Shop Manager to ensure that other staff and volunteers work in a safe manner and are trained to use equipment.

14. To notify the Shop Manager of any repairs or maintenance that is required.

15. To ensure all national promotions are implemented promptly and accurately.

16. To take full advantage of any local activities that offer either additional sales opportunities or promote the work of the Trust.

17. To attend Regional meetings and other meetings as required.

18. To adhere to Shaw Trust policies and procedures and quality standards.

19. To promote the Trust’s aims and objectives.

Confidentiality 

The post holder must maintain the confidentiality of information about clients, staff and other Trust business.  The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the Data Protection Act at all times.

Health and Safety 

Employees must comply with the provisions of ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.

Equality & Diversity

The Trust has an Equality and Diversity Policy and it is the responsibility of all staff to comply with this.  The key responsibilities for staff under this Policy are set out in the Trust Code of Conduct. 

Flexibility

This job description is intended to provide a broad outline of the main duties and responsibilities only.  The post holder will need to be flexible in developing the role in conjunction with the line manager.  The post holder may be asked to carry out any other delegated duty or task that is in line with their post. 

Safeguarding
It is the responsibility of all employees to make the working environment safe and secure for all. Everyone must adhere to the 5 Rs in relation to possible abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.
PERSON SPECIFICATION

ASSISTANT MANAGER - RETAIL
Essential

· Smart appearance

· Previous retail experience 

· Excellent customer service skills 

· Good communication and numerical skills

· Good organisational and time management skills

· A flexible approach and ability to cope with varying demands of the role

· Commitment to achieving sales targets

Desirable

· Retail management

· Experience in training 

· Awareness of financial/cost controls

· Good knowledge of local community activities and events

· Ability to recruit volunteers 

· Willingness to travel
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