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Job description 



Post




Assistant Manager – Retail

Hours




Part time: 21.75 hours per week 
Accountable to


Retail Development Officer  
Employer



Age UK Sheffield

Salary

16,023 Pro rata- Actual 9,614 plus pension
Based at



Age UK Sheffield Shop, Bradway 
Duration of post 


Permanent
Purpose of post


To support the successful running of Age UK Sheffield’s first charity shop at Bradway.
Responsibilities and duties

· Take full responsibility for the shop in the manager’s absence, including holidays
· Work to financial and processing targets and deadlines

· Work with the manager to minimise shop costs and maximise profits

· Maintain the highest standards of customer care
· Encourage donations and sales through excellent customer service and building the shop’s reputation in the community

· Maintain shop appearance – creating shop displays, ensuring the shop floor is kept clean, safe and presentable and stock density is maintained

· Assist in recruiting and training shop volunteers and junior members of staff and maintaining full rota cover
· Delegate tasks to volunteers in the shop manager’s absence
· Maximise profit from donations through capturing Gift Aid, selling via eBay and maintaining standards in processing, displaying and consistent pricing of stock
· Engage in promoting both the shop and the work of Age UK Sheffield, including over social media and in the shop itself
· Assist with events through the year to raise the profile and income for the shop in the local community
· Operate the till, perform cashing up duties and maintain security in line with Age UK Sheffield policies
· Be listed as an official key holder and follow the out of hours emergencies procedure when necessary

· Manual handling of potentially large volumes of stock

· Offer support to the expansion of the Age UK Sheffield charity shop network
· Contribute to a positive and friendly working environment
· Work to health and safety, GDPR and  fire safety policies
· Work within Age UK Sheffield’s policies and procedures, contributing to their review and development as required
· Undertake necessary training and engage in the appraisal process as part of continuous service improvement, including offering a dementia friendly environment to customers
· Actively maintain good equal opportunities practice. 
· Undertake any other tasks that can be reasonably expected within the scope and spirit of the job.

· Work flexibly to ensure appropriate staff cover in the shop, this may include occasionally working additional hours 

.
Approach

· Friendly and approachable

· Customer focussed
· Enjoys building and working as a part of a diverse team 
· Excellent communicator
· A can-do proactive approach to work
· Good organisational and time management skills
· Non-judgemental, treating people with unconditional respect at all times
· Ability to manage own workload, delegate and prioritise
· Open minded and problem solving approach

· Eye for detail
Most challenging part of the job

· Managing ever changing priorities
· Adapting to variable workloads

Arrangements to complement this post
1. Induction and training 
All staff complete an induction at the start of their employment . Induction includes all Age UK Sheffield policies and procedures e.g. health and safety, confidentiality, staff handbook, and gives new staff the opportunity to shadow existing staff as they deliver Age UK Sheffield services. 
Further training will be undertaken by the post holder in line with personal development plans and changes to organisational approaches/priorities.

2. Probationary period 
Employment is subject to a satisfactory probationary period of 6 months. During this time your performance and conduct will be reviewed and assessed. The probationary period may be extended.

3. DBS 
Appointment is subject to a satisfactory Disclosure and Barring Service (DBS) check at enhanced level. Continued employment is subject to satisfactory DBS checks, at enhanced level undertaken at least every 2 years.

4. Team working 
Regular meetings are held.

5. Supervision 
Regular supervision with the Retail Officer  will be used to support the post holder’s personal development, learning and delivery of the new role.
6. Health and safety 
Safety at work can only be achieved by positive action and teamwork at every level. Everyone has a vital role to play. It is the duty of all employees and volunteers to conform to Age UK Sheffield’s health and safety policy and procedures and to be vigilant in the course of their work.
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