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	Job Title:
	Assistant Shop Manager

	Salary:
	£10.55 per hour

	Hours:
	30 hours per week

	Days and Times:
	Mon, Tues, Thurs, Fri, Sat 9.45am-4.15pm (1/2 hr. unpaid break)

(Part-time options: Mon-Tues or Thurs-Sat considered)

	Responsible to:
	Retail Support Manager

	Main Location:
	Harlesden Retail Shop, Craven Park Road, Harlesden, Brent

	Status:
	Permanent

	Main Purpose of Job:
	To ensure efficient and effective management of volunteers, premises and stock to provide a high quality retail service in relation to agreed performance targets, To ensure all appropriate standards of security and health & safety are met.


Main responsibilities and tasks: 
	1.0
	Service Delivery

	1.1  

1.2 

1.3

1.4   

1.5

1.6 

1.7

1.8    
	To ensure the smooth running of the retail unit in accordance with Age UK HHB’s Policies and Procedures.

To assist the Retail Support Manager in the recruitment, training, support co-ordination and motivation of a volunteer team and rota completion.

To ensure that all merchandise offered for sale is sorted, cleaned, pressed and presented to the high standards set out in our Shops Manual and meet legal requirements.

To ensure that the rotation, transferring and disposal of stock is in accordance with Age UK HHB’s Policies and Procedures set out in the Shops Manual.

To work positively to achieve performance and sales targets and to maximise the full potential income for the organisation as a whole (even if sending merchandise to be sold at another shop or online).

To maintain a friendly, positive and proactive atmosphere in the retail unit that is welcoming to ALL customers.

To keep the premises clean, tidy and secure at all times in accordance with the Shops Manual, and to visually merchandise products so that they are displayed in an attractive and presentable manner.

To ensure that all Health & Safety, Fire Safety, Trading Standards, other related regulations and Age UK HHB’s Policies and Procedures as set out in the Shops Manual are understood and adhered to at all times.

	
	


	2.0
	Team Working

	2.1

2.2

2.3

2.4
	You may be required to work alone or with colleagues at the discretion of the Retail Support Manager. If you are lone working, you must comply with Age UK HHB’s lone working procedure.
Attend team meetings, staff support and supervision and annual appraisals in accordance with Age UK HHB policies and procedures and documentation.

Recruit, induct, deploy, train and provide supervision and support to volunteers within the shop including the annual review meetings.

Organise quarterly volunteer support meetings.


	3.0
	Finance and Administration

	3.1

3.2

3.3


	To be aware of pre-set budgets and monetary control.

To accurately complete all paperwork including the handling of cash, banking, maintenance of petty cash, stock replenishment, driver collections, volunteer records and other related documents. These records need to be updated daily, weekly and monthly where necessary.
All staff are expected to undertake their own computer work, both in the production of correspondence and documents, date recording, e-mailing and internet research.


	4.0
	Quality and Service Development

	4.1
4.2

4.3

4.4
	Advertise the shop to increase sales and donations.

To maintain good working relationships with other Age UK HHB services, the public, local council, landlords and neighbouring retailers.
Actively promote our services to existing and potential customers and to other relevant organisations.

To be aware of the health, safety and welfare of yourself, volunteers and customers reporting any hazards to your Retail Support Manager.


	5.0
	General

	5.1
	To maintain own professional expertise, including attending training as necessary and be subject to supervision and an annual appraisal.

	5.2
	To attend staff meetings, away days and other similar staff events.

	5.3
	To ensure all activities are carried out in harmony with Age UK HHB’s mission and within the spirit of its equal opportunities policy and to abide by the policies of Age UK HHB.

	5.4
	In the absence of the Retail Support Manager, work closely with the Retail Operations Manager to ensure any issues are resolved quickly and efficiently.

	5.5
	It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are expected to work in a flexible way.

	5.6
	Some meetings and other events may be held out of normal office hours and may involve travel away from the local area.

	5.7
	The above items outline the main duties and responsibilities of the post and are designed to give an accurate flavour of the nature and scope of this post. However, they do not represent an inclusive list of all the duties required.

	
	


Age UK HHB is committed to safeguarding and promoting the welfare of all older

people and children within the London Boroughs of Hillingdon, Harrow & Brent.

Person Specification
	Education & Training

	Essential Criteria
	Desirable Criteria

	
	Relevant vocational qualification


	Experience

	Essential Criteria
	Desirable Criteria

	Charity retail management/supervisory
	

	Cash handling/general administration
	


	Knowledge and Skills 

	Essential Criteria
	Desirable Criteria

	IT literate (word, outlook)
	EPOS systems

	Good written & oral communication
	Awareness of Age UK


	Personal Attributes

	Essential Criteria
	Desirable Criteria

	Able to lift equipment & bags of clothes (up to 5kg)
	Able to be flexible on working hours

	Good health to enable regular attendance and timekeeping
	Able to assist (on ad-hoc basis only) in other retail units

	Self-motivated, enthusiastic and  energetic
	

	Able to work on own or as part of a team
	

	Able to plan, organise and motivate volunteers
	

	Able to prioritise effectively and remain calm and focused under pressure
	

	Polite, friendly and able to provide high levels of customer service
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