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ROLE DESCRIPTION 
	Job Title:
	Deputy Shop Manager 


	Division Name:
	Age Scotland Trading


	Department Name:
	Retail


	Location:
	Age Scotland Charity Shop: 25 East Main Street, Broxburn


	Contractual Status of Role:

Permanent or Fixed Term
	Fixed term through to 10th September 2022, with possible extension

	Hours:
	Part Time - 14 hours per week over 2 days (between Mon – Sat). One of the days must be a Saturday.
Plus occasional holiday cover.

	Job Title of Line Manager:
	Shop Manager 

	Salary 


	£18,018 pa pro rata

	Job Titles and number of any direct reports e.g. Administrator 
	Volunteers


	Job Purpose:
	To assist the Shop Manager in managing an Age Scotland shop, ensuring efficient and effective management of staff, premises and stock to provide a high-quality retail service in relation to financial and performance targets. To deputise in the Shop Manager’s absence, undertaking all appropriate duties to ensure the continued operation of the shop.



	Main Responsibilities Including:  


	Reporting to the Shop Manager, and Head of Resources as appropriate, the post holder will:

· Work with the Shop Manager to maximise shop performance and achieve agreed performance targets.
· Promote Gift Aid to customers and sign up donors to enhance shop income. 

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

· In the absence of the Shop Manager, ensure that all statutory responsibilities are met, including Fire and Health and Safety Regulations.

· As required, hold shop keys, opening and closing the premises for trading hours and responding to emergency call outs.  

· Generate stock donations to meet sales requirements.

· Working with the Shop Manager, sort, price and display stock in line with Age Scotland Trading merchandising guidelines.

· Assist the shop team in moving and replenishing stock from storage, as required.
· As directed by the Shop Manager, ensure all Age Scotland Trading administrative and financial procedures are followed.
· Work with the Shop Manager, and Head of Resources, as appropriate, to ensure that any issues are addressed and resolved quickly and effectively.

· Travel as required to attend company meetings, events and training.  
· Undertake any other reasonable duties as required to maximise the potential of the shop sales and performance.

	Quantitative Aspects of Role:
	· Some statistical analysis of sales and trends and reporting may be required. Training will be provided.
· Cash handling.


PERSON SPECIFICATION

	Experience
	· The ability to recognise stock potential in order to generate income.
· Experience of stock control procedures.
· Line Management experience ideally gained in a retail environment.

	Knowledge
	· Basic knowledge of Health and Safety.

· Basic Knowledge of fire regulations.   

	Skills
	· Strong customer service skills and the ability to multi-task.
· Excellent communication skills both written and oral. 

· Proven management/supervisory skills (desirable).
· Strong organisational skills.
· Flexible approach to work.

	Qualifications
	· No specific qualifications required.

	Additional Requirements:
	· Empathy with older people’s issues.
· Flexibility, integrity and an understanding of confidentiality.
· Employees are expected to undertake any and all other reasonable and related tasks allocated by their Line Manager.
· Commitment to the aims and vision of Age Scotland and the ability to demonstrate our values (Empowering, Inspiring, Inclusive & Integrity) in your work

· Employees enrolled in Multi-Factor Authentication (MFA or 2FA) will be expected to install and maintain the Watchguard app on either their personal or work mobile device.

· Commitment to work alongside and support volunteers.
· Commitment to Equal Opportunities.
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