Job description

Job title:

Assistant Shop Manager
Department:

Victim Services Leicestershire & Rutland
Reporting to:
Service Delivery Manager (Leics Projects)
____________________________________________________________________

1. Purpose of the job
· To deliver sales/profit targets through the effective delivery and motivation of the community placements and shop volunteers. Exceed customer expectations by providing the highest quality service. Adhere to the Victim Support mission and core values

Main duties
· To ensure that all sales targets, key performance indicators and results are met

· To ensure effective control of collections, monitoring stock flow into the shop and and overseeing the delivery schedule for the collectors
· Achieve the optimum price point for all stock items and promotional merchandise for seasoned and windowed themes 
· Continually review the rotation, quality and replenishment of stock in order to maximise sales

· Provide information and support to shop placements and volunteers to create an atmosphere of learning and development

· Assist in any learning opportunities for the shop placements and volunteers and be responsible (with other senior staff) for the delivery of the Community Placement Learning programme

· To actively promote Victim Support, raise awareness of the organisation and support services available 

· To promote gift aid in order to maximise contributions from donations

· To assist and inform the Project Lead of any local markets and business development opportunities for performance improvement

· To be aware at all times of any concerns of health and safety and promote a health and safety culture within the workplace
· To present and maintain the highest standards of shop merchandising and visual layout

· Prepare and complete all shop administration inclusive of cash handling and banking functions to the highest standard, accurately and in a timely manner always adhering to the organisations financial policies and procedures
· Plan and organise daily work load throughout the shop in a way that ensures efficient customer/stakeholder service and a profitable operation

· Ensure all organisation policies, shop standards and operating procedures are communicated effectively to the shop placements and volunteers and maintained and followed through in a consistent manner

· Actively participate in two way communication sharing and exchanging relevant and appropriate information with the Project Lead and Contract manager, shop colleagues and Head Office personnel

2. Generic responsibilities

· Manage personal resources and own professional development

· Develop a culture and systems that promote equality and value diversity

· Undertake other activities as required

· Ensuring that information of a sensitive or personal nature is not disclosed to or discussed with inappropriate persons 

· Ensuring all information is maintained in accordance with the Data Protection Act
3. Travel
The post is a shop based role. However occasionally there may be a need to accompany the placements on the collection 
4. Unsocial Hours

The role includes working on a Saturday on a regular basis across a shift pattern.
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.
Date:

1 November 2015
Originator: 
Olwen Edwards, Contract Manager. 
Person specification

Job Title:
Assistant Shop Manager
Department:  Victim Services Leicestershire & Rutland
____________________________________________________________________

1. Knowledge and Experience
Essential


· Ideally over six months experience of working within a retail setting (s)
· Over six months experience required of dealing with volunteers, of supporting clients or assisting others deliver services (s)
· Experience of working with or understanding of issues around victims and diversity & equality. (s)
Desirable

· Knowledge of data protection and confidentiality.

2. Skills and abilities
Essential


· Communicate effectively verbally and in writing with a wide range of people at different levels (s)

· Excellent customer service skills (s)

· Computer literacy (s)
· Administrative skills (s)

· Work well under own initiative and within a wider team. (s)
· Working constructively with individuals, small groups and partner   

     Organisations (s)
 (S) = shortlisting criteria
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