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Shop Manager - Retail




	Category
	Essential
	Desirable

	Commitment


	· to high standards of professional conduct, accountability and openness [AF, I]
· to the operations of Age UK Sheffield [AF, I]
· to the ethos and values of Age UK Sheffield [AF, I, E]

	



	Operational delivery and customer focus 
	
Ability to:
· deliver excellent customer service [AF,  I, E]
· Think quickly and take a problem solving approach AF,  I, E];
· be confident in meeting targets and working in a fast paced environment with the ability to multitask   [AF, I]
· Build good relationships with customers and have a customer centric attitude and be an active listener [AF,  I, E] ;
·  [AF, I] 
· physically lift and move donations and stock in line with manual handling policy [I ]
	
· experience in a retail environment - preferably in the charity sector [AF, I]
· Experience of dealing with 
· Unhappy customers complaints


	People and resource management
	· excellent people skills [AF, I] 
· excellent organisational and time management skills [AF, I]
· flexible and adaptable ‘can-do’ approach [AF, I]

Ability to:
· work to tight timescales and manage conflicting priorities [AF, I]
· work outside normal hours if required, including covering staff  absence and annual leave, this may also be at other locations  [AF]
· inspire trust, confidence and commitment [ I,]
· engage and influence a wide range of key players [AF,  I]

	
· experience of recruiting and managing volunteers [AF, I]



	Retail development and promotion
	· ambition to make a difference and be willing to come forward with new ideas or suggestions  [AF, I]
· commitment to support other retail events which may take place in or outside of the shop.  [I ]
· Work positively to build a friendly team focused working environment for both staff & volunteers 
· ability to actively engage with our social media platforms, creating an interesting and topical space for our followers  [I] 

	· experience of delivering successful promotional campaigns [AF, I,]
· experience of managing social media [ I ]


	Monitoring and Quality 

	· some understanding of health and safety and its application in the retail workplace[AF, I]
· ability to work with your team to deliver a retail environment in accordance with our quality standards and our retail processes  [AF, I]
· ability to implement and work within Age UK Sheffield policies and procedures [AF, I]

	· an understanding of GDPR and data protection legislation [AF, I] 
· experience of completing risk assessments


	Systems and Information Management 
	· good computer literacy [AF, E I]
· good numerical and analytical skills [AF]
· Tech Literate and able to work with a computerised till system for sales, gift aid registering, ticket printing and handling returns
· Be able to analyze reporting data

	· Experience of a POS system 

	Team working
	Commitment to:
· deliver the objectives of Age UK Sheffield [AF,  I]
· supporting others to achieve above average performance [AF, I] 
· ability to work on own initiative, accept responsibility and report on performance [AF, I]

Ability to:
· fully participate in team working [AF, I]
· liaise / communicate with a wide range of people [AF, , E, I]
· respect differences of opinion and be open to constructive challenge [, E]
· step back, reflect and learn from experience, as a member of a team [AF, , I]
· manage own and others performance in a pressurised and rapidly changing environment [AF, I]
	

	Contributing to a learning organisation
	Commitment to:
· continuous improvement [AF, I]
· ongoing learning, both personally and at an organisational level [AF, I]
· comfortable in a constantly evolving, innovative, task-centred world [AF, , I]
	



When completing your application, please show clearly how your skills, knowledge and experience match with the list above. These skills, knowledge and experience may have been gained in either a paid or unpaid capacity.

AF = Application form	 E = Exercise and reflective exercise   I = Interview     
Recruitment process

1. Assessment of application form

2. Customer exercise and reflective exercise:

3. Interview
_________________________________________________________________________________________________
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