BIRMINGHAM ST MARY'S HOSPICE

JOB DESCRIPTION

Job Title





Charity Shop Manager
Responsible to




Charity Retail Manager

Main purpose of the post:

To supervise the day to day activities of the shop, managing and motivating the voluntary staff with the aim of contributing to income generation for the Hospice.

Main tasks:

1. Provide efficient and effective supervision of the Hospice charity shop, ensuring compliance with Hospice policies and relevant health and safety legislation. 

2. Establish, maintain and monitor routine trading activities including donated goods collection, rag collections and ordering supplies.

3. Develop and maintain pricing policies and procedures in liaison with other shops’ supervisors and relevant Hospice staff.

4. In liaison with Charity Retail Manager, recruitment and management of shop volunteers.

5. Be responsible for the well-being, motivation and morale of the voluntary staff during their working hours.

6. Develop and maintain appropriate standards of customer service.

7. Be accountable for shop takings and minor shop disbursements including banking daily takings.

8. Establish and implement staff duty rotas, ensuring adequate staffing levels.

9. Organise sorting, pricing, ticketing and rotation of merchandise.

10. Monitor sales and stock levels of promotional items as appropriate.

11. To collect, collate and record information relating to stock turnover and sales.

12. Ensure that the appearance of the shop and the window display remain in good order.

13. Liaise with Deputy Retail Manager, Charity Shop Managers and other Hospice staff as required.

All employees have a responsibility under the terms of the Healthy & Safety at Work Act (1974) to protect and promote their own health and safety and that of other in the workplace

This job description is not exhaustive and is subject to amendment following consultation

All employees are required to uphold the confidentiality of all information records in whatever format, encountered in the course of employment and after it.  All employees are bound by the requirements of the Data Protection Act when, in the course of their employment, they deal with information records relating to individuals

BIRMINGHAM ST MARY’S HOSPICE

Person Specification

	Job Title
	Charity Shop Manager


	Requirements
	Essential
	Desirable



	
	
	

	Education and Experience
	· Good level of education
· Retail experience

· Supervising people skills


	· Current driving licence


	
	
	

	Personal skills
	· Ability to motivate people and build team spirit

· Welcoming and approachable personality

· Ability to resolve issues and remain calm

· An appreciation of the benefits of good customer service

· Numerate
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