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	Job Details

Job Title: Shop Manager

Reports to: Commercial Manager.

Line management responsibility: Assistant shop manager and shop volunteers.




	Job Purpose

Business Planning and continuity:
· Support, manage and develop the shop workforce (staff and volunteers) to ensure their contribution meets the needs of the shop and its customers.
· Ensure stock is managed and displayed to maximize shop income.  
· Correctly carry out agreed ECH promotions and create seasonal promotions to achieve agreed targets.
· Encourage donors to sign up to the gift aid scheme in accordance with guidelines and meeting agreed targets.
· Achieve budgeted income and profit figures and proactively address any fall in income. 
· Provide cover in other ECH shops for annual leave or sick leave.

Interdepartmental:
· Work with the wider Income Generation team to promote events and other initiatives as required.
· Work closely with the Finance team to ensure all processes for receiving payment are efficient, accurate and transparent. 
· Assist with maintaining accurate records so that the Finance Team is able to complete all statutory returns by the due date and for audit purposes.
· Work with the Fundraising Manager and Finance Team to explore and implement new retail income streams. 
· Maintain good relations with the public, trade councils, landlords and neighbouring retailers.

Customer Care:
· Work with the local community to answer customer queries and manage the donation of goods and clothes.
· Ensure the shop has a high standard of display and projects a quality retail image.
· Promote a friendly and happy atmosphere between volunteers, staff and customers at all times in order to promote a good image of East Cheshire Hospice and maintain good community relations.
· Maintenance of a safe environment for visitors and volunteers and ensure compliance with health and safety regulations.

Safety and Security:
· Ensure that all statutory responsibilities are met, including Trading Standards, Fire Regulations and Health & Safety Regulations.
· Hold shop keys, opening and closing the premises for trading hours and responding to emergency call out if and when necessary.
· Ensure that all working areas of the shop are efficiently and safely organised.
· Ensure that all premises are secure, and volunteers remain security conscious and are following the correct procedures.

Line Management:
· Assist in the recruitment of quality, reliable support staff.
· Set rotas and notify Commercial Manager of all staff holiday/sickness. 
· Ensure assistant manager is fully trained and able to manage the shop in your absence.

Volunteer Management:
· Recruit quality, reliable voluntary staff.
· Ensure that the shop has the correct level of personnel throughout the year. 
· Identify specific training needs for volunteers.
· Delegate appropriate tasks to volunteers and ensure they are fully trained and able to carry out the tasks required of them.

To undertake any other duties which are commensurate with the grade and responsibilities of the post.

Control of Infection 
Prevention and management of infection is the responsibility of all members of staff and volunteers working at East Cheshire Hospice and forms an integral element of patient safety programmes. Where control of infection regimes are in force they are to be complied with at all times and staff are reminded of the importance of maintaining a high standard of personal and environmental hygiene and to follow local protocols.






	Person Specification
	Essential
	Desirable

	Experience
	Experience of managing in a retail environment.

Experience of meeting income targets.
 
Ability to create a climate of support whilst holding people to account.

Proven experience of implementing/following systems and processes.
	Experience of managing a charity shop.

Experience of working at strategic level and strategic planning.

Experience of implementing training programmes.

Experience of working with volunteers.

	Skills and Knowledge
	Entrepreneurial skills and proven ability to increase income.

Problem solving and decision-making skills.

Ability to work autonomously and within a team environment.
Excellent interpersonal skills -able to communicate effectively - at all levels.

Excellent influencing and negotiating skills.

Excellent personal organisation and IT skills.
	Change management skills.

Knowledge of Health & Safety legislation.

Knowledge of charity retail legislation and trading companies.

Knowledge of the charity retail sector.

	Behaviours
	Ability to build and maintain relationships with fundraisers, staff and volunteers.

Positive and energetic can-do attitude.

Team player.

Ability to take responsibility for own personal development and be proactive in keeping abreast of the charity sector and relevant training opportunities.

Excellent team working and interpersonal skills with a flexible and supportive attitude to colleagues.
	

	Other
	A willingness to work evening and weekends with notice.

Car owner or ability to travel within the Hospice catchment area would be an advantage.
	



	We are inclusive 
We believe that equality of opportunity and freedom from discrimination is a fundamental right for everyone, and that diversity within our organisation and our community is a strength to be valued, promoted and developed. 
Being a part of and supporting such a diverse community, it is vital that our staff team represents the community in which we work. We welcome applications from people from all walks of life and backgrounds irrespective of people’s age, disability, sex, gender identity and gender expression, race or ethnicity, religion or belief, sexual orientation, or other personal circumstances. 
We understand that people perform better when they can be themselves and that by creating an environment that includes everyone, our staff will perform to their full potential. 
We do not discriminate against employees or job applicants and select the best person for each job based on relevant skills and experience. 
  
Safeguarding Statement  
At East Cheshire Hospice we are committed to creating and maintaining a safe and secure environment for all individuals. Safeguarding is a top priority for us, and we expect every staff member to share this responsibility and be aware of their role in protecting vulnerable individuals.   
All employees must adhere to our safeguarding policies and procedures, which are designed to prevent harm, abuse, or neglect to individuals within our care and those who work for the organisation. We expect our staff to be vigilant, take immediate action when concerns arise, and report any safeguarding issues promptly to the designated Safeguarding lead.  

Commitment to Sustainability 

East Cheshire Hospice are committed to act responsibly, consider the wider implications of our actions, and strive to better our practices to minimise waste, energy and our carbon footprint whilst achieving the charity's service objectives and ensuring patient care is not adversely impacted.





Updated 16/03/23[image: ]
image1.png
East Cheshire
Hospice

Where people come to live




image2.png




