CHANGING LIVES


(A partnership of Crisis Centre Ministries and Alabaré)


JOB DESCRIPTION  C10

Job Title: 

Charity Shop Manager 

Job Location:
Totterdown, Bristol 

Accountable to:     Changing Lives Board of Directors

Hours of Work: 
Working five days between Monday-Saturday, the 



successful applicant will be expected to regularly work 


Saturdays

Salary:

£15,500 – 17,000 depending on experience 

Job Purpose:-

To manage a Charity shop in line with agreed policies and procedures in order to maximise income for Crisis Centre Ministries and Alabaré .  Accept donated goods, select saleable items and price them to benefit Changing Lives.  To recruit, maintain and manage a team of volunteers.  To oversee the shop in regards to health and safety, training issues and shop security. 

Responsibilities:

 

Leadership responsibilities: 

Lead a team of volunteers in the shop.  Make sure that the public image of the charity is reflected in the underlying style at the shop. Realise commercial challenges and expectations for the shop.  Undertake volunteer recruitment and interviews.

Commercial responsibilities: 

To ensure that donated goods are carefully checked.  If there are items that appear to be of value and require expert knowledge to reserve until advice has been sought.  Ensure that goods do not contravene Trading Standards e.g. fire regulations in regards to furniture etc.  To price in accordance with the general guidelines and relevant experience.  To be responsible for security issues including the avoidance of shoplifting.  Oversee the training of volunteers to maximise their skills in pricing, presentation, customer relations and cash handling. Offer thoughts on how to improve performance of the shop.

General duties: 

The shop manager is responsible for the day-to-day running of a shop, which could include ensuring that repairs are progressed.  

The cleanliness of all areas of the shop is the responsibility of the Manager.

· At all times run the shop as a professional business which reflects good retail practise and upholds the charities highly regarded reputation. 

· At all times adhere to relevant legislation, good practice and policies and procedures, including Health and Safety, Confidentiality and Equal Opportunities.

· To participate in the orientation and development of new volunteers. Working within boundaries.

· To keep up to date with current practice and legislation.

· To maintain and extend personal knowledge and expertise in all aspects of the role and to share information.

· To attend all statutory and mandatory training as required.

· Attend regular individual personal support and supervision sessions, and appraisals.

· Hold regular meetings.

· Be committed to personal development through training leading to NVQ accreditation.

· Attend relevant external meetings as requested by your Line Manager.

· Work at all times to maintain Changing Lives' policies with regard to confidentiality, equal opportunities, anti-discrimination and health and safety.

· Cover for other volunteers when necessary.

· To be able to get along with others.

· To be able to function as a team player.

· To be able to accept constructive feedback from your Line Manager.

· To be able to follow work rules.

· To be able to be positive about the Company at all times. To carry out any other duties necessary to the smooth running of the project.

The job role as described will be reviewed from time to time and where necessary be amended. The Job Description also forms the basis at annual discussion of the Company’s Appraisal Programme.

Signed ………………………………….        Date……………………….

ALABARÉ CHRISTIAN CARE CENTRES ARE STRIVING TO BE AN 

EQUAL OPPORTUNITIES EMPLOYER.

Alabaré Christian Care Centres is a company limited by guarantee, trading as Alabaré Christian Care & Support.

Registered in England No. 2604011  Registered Charity No. 1006504

Head Office: 33 Brown Street, Salisbury SP1 2AS

PERSON SPECIFICATION 

	Qualifications and knowledge:

 A good standard of numeracy and literacy is required.  

Experience:

Supervising experience is required, ideally within a retail outlet or other customer service environment. It would be desirable if experience of working within the charity shop sector could be demonstrated because of aspects relating to volunteers and handling and pricing donated goods.  It is important that the jobholder is able to allocate tasks to volunteers such as sorting, pricing and cash register duties.  This role requires good communication skills and the ability to observe and ensure training for perceived deficiencies. It is important that the shop manager can prepare a rota linking volunteer availability with skills and experience. 

	Communication and people skills:

Most communication is verbal and principally with the shop manager and volunteers. Most communication will be within the shop but from time to time will be by telephone or email, mainly day-to-day instructions but also feeding back information from head office or vice versa.   

Organisational Skills

The majority of planning and advising relates to day-to-day activities, however, things within the shop should be changed as trends change or goods become available, or seasons change.  Occasionally, such as during a refit or change of premises, the jobholder will be expected to contribute towards the activity. From time to time there may be wider fundraising activities. Their professional skills would be used.  The jobholder has some competing demands and from time to time they may have to make ad hoc decisions such as through absenteeism or a sudden arrival of goods, etc.  The jobholder will be required to prioritise work in a limited way.

Special Knowledge

Awareness of general management issues is essential.  The successful candidate will be required to read the Alabare’s policy manual and operate their shop according to our policies and procedures.  Issues like Trading Standards, health and safety at work, the disability discrimination act and manual handling must be kept in mind.

 

	Skills

Knowledge of books, china, ornaments and so forth can be helpful in maximising the potential revenue of the shop.  The ability to motivate and recruit volunteer staff can prove invaluable.   The ability to use a computer for emailing, intranet and accounting. 

 

	Other Requirements:

Candidates need to be physically robust and able to carry out lifting and movement of goods.  The successful candidate will be required to attend manual handling training and other health and safety training on an annual basis for safety purposes.  Bringing an energetic and engaging personality will have a positive impact on the shop, both in terms of team morale and financial performance.  
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