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June 2019
Dear Applicant

Assistant Shop Manager (Wombwell)
Thank you for expressing an interest in the above post.

Please find attached:

•
Information about Age UK Barnsley

•
Job Description

•
Person Specification

•
Application Form

•
Equal Opportunities Monitoring Form

This is a part-time post and details of the working hours are in the job description.

Please note that we will not accept CVs for this post. In order to be considered for interview, please ensure that you address the points in the person specification when completing the attached application form.

The closing date for this post is 5pm Friday 28th June 2019. 
If you have any enquiries about the post please contact Susan Simms on the number below or email s.simms@ageukbarnsley.org.uk 
We look forward to receiving your completed application.

Yours sincerely

Susan Simms
Business Support Manager

Enc.


Age UK Barnsley (previously Age Concern Barnsley) was set up in 1974 following an initiative from Age Concern England.  We are an independent local charity, concerned with promoting the well-being of older people living in the Barnsley Metropolitan District. Age UK Barnsley is a member of the national network of local Age UKs.

The charity’s support and services for older people includes:

•
Advice and Information

•
Befriending and Visiting including Social Groups
•
Health & Wellbeing Centre (Day Centre)

•
Men in Sheds project

•
Penistone Project (loneliness & isolation)
•
Learning and Leisure Classes
Our new One Stop Shop in Barnsley town centre (31-33 Eldon Street) is the place to go to find out more about what is available for older people, browse a selection of our information booklets and get information about our own services. 
Our three nearly new shops also raise vital funds to support our work. Our shops are in Barnsley town centre, Cudworth and Wombwell. All profits go in to the charity to support our work with older people in Barnsley. 
Our work depends on the contribution and commitment of a large number of volunteers - currently around 140. There is a wide and varied range of volunteer roles, which include working in one of our shops, visiting an older person or helping with one of our social groups, becoming an adviser or information assistant or helping in the office. Enquiries about our wide range of volunteer roles are welcome.
More information about our work can be found on our website www.ageukbarnsley.org.uk
Follow us on Twitter @AgeUk_Barnsley
Facebook 
Registered Charity Number 1144123
JOB DESCRIPTION

	Job Title:
	Assistant Shop Manager 

	Charity:
	Age UK Barnsley

	Location:
	Wombwell

	Hours:
	17.75 Hours

	Salary:
	£7716.28

	Contractual Status of Role:
	Part time

	Responsible to:
	Shop Manager

	Job Purpose:

To support the Shop Manager in providing a high quality retail service to achieve agreed performance targets.  To manage the shop in the Shop Manager’s absence, undertaking all appropriate duties to ensure the continued operation of the shop.



	Main Responsibilities:

Deputising
· In the absence of the Shop Manager undertake all appropriate duties and responsibilities to ensure the continued operation of the shop and the achievement of performance targets.

Income / Sales

· Maximise shop income and achieve agreed financial performance targets including production targets, pricing and stock rotation.

· Actively promote Gift Aid, sign up donors and achieve performance targets.

· Implement the highest standards of customer care and service

Premises

· Ensure shop premises are clean and tidy at all times and that goods are displayed in an attractive and presentable manner.

· Ensure that all statutory responsibilities are met, including Fire and Health & Safety Regulations.

· Hold shop keys, opening and closing the premises for trading hours and responding to emergency call out if and when necessary.

Volunteers

· Support, train and co-ordinate the work of volunteers in the shop as required by the Shop Manager, encouraging an active interest in the shop and the work of Age UK Barnsley.  

Stock

· Generate stock donations to meet sales requirements, acknowledge receipt and arrange collection where necessary.

· With the Shop Manager, accept, sort, price and display stock in accordance with  guidelines

· With the Shop Manager, control Brought In Goods (BIG) in line with procedures e.g. stock take, security and display.

Public Relations

· Work with the Shop Manager to assist the federation (where appropriate)

· Publicise the shop, enhance the Age UK Barnsley image through a professional retail service, ensuring that all queries about Age UK Barnsley are answered promptly and information held in the shop is up to date.

· Maintain good relations with the public, trade councils, landlords and neighbouring retailers.

Administration

· Undertake any administrative and financial procedures as directed by the Shop Manager including banking, weekly returns, performance returns, van collection and volunteer records.

· Ensure security of stock and cash on the premises report any shortfalls to the Shop Manager / Business Manager.

· Accurately input required data into IT equipment within agreed timescales

Other Responsibilities

· Work closely with the Shop Manager to ensure any problems in the shop are resolved quickly and effectively. 

· Undertake any other appropriate duties as directed by the Shop Manager to achieve performance targets and realise the full potential of the shop.

· Travel within the region where required in the performance of the job, to provide cover in another shop, or for training activities or company meetings.

Confidentiality

· Maintain absolute confidentiality with regard to all company information.




Person Specification

Assistant Shop Manager 
	ESSENTIAL Criteria: 

Experience

· A minimum of 2 years previous experience in the same or similar role.

· Previous experience of communicating with a wide range of people and customer base

Knowledge & Skills

· Literate and numerate with good administrative and organisational skills with the ability to handle money, keep basic records and organise work in a busy environment.
· Effective communicator with ability to deliver team messages, deal with customer issues and resolve problems with firmness and fairness when required in the absence of Shop Manager
· The ability to recognise stock potential in order to generate income and the importance of attractive presentation.
· Basic knowledge of Health & Safety & Fire regulations.  Ability to identify potential risks.
· The ability to work as part of an effective team.
Requirements

· Flexible approach to work required.  Occasional requirement to work additional days to cover holidays and sickness or participate in trading outside of normal shop hours e.g. shop events

· Processing stock deliveries regularly requires carrying and moving heavy bags of stock.  Essential to undertake reasonable lifting duties
· On occasions may be required to work on own within shop in accordance to the Lone Working Policy


	DESIRABLE Criteria:

Experience

· Previous supervisory experience
Knowledge & Skills
· Clean driving licence

	Notes: 

· This role description is not intended to be exhaustive in every respect, but rather to clearly define the fundamental purpose, responsibilities and dimensions for the role. Therefore, this role description does not describe any individual role holder. 

· In addition to the contents of this role description, employees are expected to undertake any and all other reasonable and related tasks allocated by line management.


