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JOB DESCRIPTION 
 
TITLE:   	Bank Relief Retail Manager
LOCATION:  	Countywide travel required for covering the High Street Shops, Furniture Warehouses and donation centres. 
HOURS:  		Zero-hours contract (shifts on a rota basis; may include weekends and Sundays)
SALARY:		£12.86 per hour + Holiday Pay
RESPONSIBLE TO: 	Retail Area Manager 
RESPONSIBLE FOR: Site employees and volunteers. 	  
 

 
PURPOSE OF THE POST: 
To provide relief management cover across all retail settings to achieve sales and profit targets to support the work of the charity.  

DUTIES AND RESPONSIBILITIES: 
1. To provide relief cover for shops, warehouses and the donation centre to ensure continuity of trading, following all duties and responsibilities as outlined in the Shop, Warehouse Manager or Donation Centre Supervisor Role and Job Descriptions.  
2. To ensure that all retail standards and processes are always maintained. 
3. To ensure that any local staff and Volunteers are managed in accordance with retail operational standards and charity policy and procedures. 
4. To maintain levels of customer service and expectations at any location worked. 
5. To ensure a comprehensive handover is passed on to the succeeding Manager at any location. 
6. To be an Ambassador for Gift Aid when working in any retail setting and to ensure that internal Gift Aid processes are complied with. 
7. You will need to be physically fit and able to move large volumes of stock and/or fixturing around regularly (including but not limited to up/down stairs, on/off vans, to/from customer vehicles, and across the shopfloor and stockrooms). You will be required to lift heavy and/or large items at times. 

OTHER: 
8. To work within the policies, procedures and quality frameworks adopted by Age UK East Sussex with particular attention to equal opportunities, data protection/confidentiality, safeguarding and health and safety requirements. 
9. To be an Ambassador for the Charity, positively always promoting the organisation and its services. 
10. To undertake other such responsibilities and duties as may be reasonably required by your line manager within the level and grading of the post and to work flexibly as required. 
 
Age UK East Sussex reserves the right to review this job description from time to  time to best suit the changing nature of the role in line with service needs. Any changes to this document will be made by mutual agreement. 
 
 
	 
	Requirements: 
	Essential/Desirable: 
	How Assessed: 

	Education/ 
Qualification 
	GCSE or equivalent in 
English and Mathematics 
	E 
	Application 

	
	Full, clean, UK Driving 
Licence 
	E 
	Application 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	Experience/ Knowledge 
 
	Working in a retail environment, serving customers and dealing with the general public. 
	E 
	Application and interview. 

	
	Experience of Charity retail and working with 
Volunteers 
	E 
	Application and 
Interview 

	
	Knowledge of Gift Aid 
	D 
	Application and interview 

	
	Knowledge of local road routes. 
	D 
	Interview 

	 
	Requirements: 
	Essential/Desirable: 
	How Assessed: 

	
	Knowledge of Health and Safety including manual handling 
	E 
	Application and 
Interview 

	
	Knowledge of how to load a Van safely and the most efficient means to transport large items of 
furniture 
	 
	 

	Skills and 
Abilities 
 
	Ability to organise and motivate yourself in line other’s priorities and expectations 
	D 
	Interview 

	
	Ability to recognise and respect an individual Shop’s preferred practices and methods 
	D 
	Interview 

	
	An appreciation of the influence of locality and demographics on retailing 
	D 
	Interview 

	
	 
	 
	 

	Other  
	 
	 
	 


 
I confirm that I have received and read the above Job Description and Person Specification. 
As an employee of the Charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level. 
Employee: 
 
Name............................................................................................................................ 
 
Signature........................................................................................................................ 
 
Date............................................................................................................................... 
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