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	Job Details

Job Title: Assistant Shop Manager

Responsible to: Shop Manager




	Job Purpose

To assist the shop Manager in managing an ECH shop and warehouse, achieving agreed income and profit levels by the efficient and effective management of staff, volunteers, premises and stock.  

To provide a high-quality retail service in relation to agreed performance targets and standards, including the provision of exceptional customer care, driving customer loyalty, and ensuring the shops present a professional public face of the Hospice on the high street.




	Job Duties

Business Planning and Financial:

· Maintain the shop’s income and profit potential.
· Carry out correctly any agreed promotions and assist ECH with its own seasonal promotions to achieve agreed targets.
· Ensure that the shop has sufficient saleable stock taking positive action to generate donations from the general public and other sources.
· Monitor stock turn around ensuring there is sufficient new stock on the shop floor at all times.
· 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.
· Achieve budgeted income and profit from the eBay scheme, ensuring appropriate stock levels are maintained and the correct procedures.

Customer Care:

· Ensure that the voluntary staff maintain an exceptional standard of service to customers at all times.
· Ensure the shop has a high standard of display and projects a quality retail image.
· Ensure all customer queries and complaints are dealt with promptly, to the satisfaction of the customer and following Hospice policy.



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 staff remain security conscious and are following the correct procedures.

Stock:

· Assess space management on the shop floor ensuring best-selling lines are correctly merchandised.
· Monitor the income for recycled stock.
· Process donations ready for sale ensuring the best possible return for all items.
· Maintain stocks of new goods for sale following Hospice procedures.

Inter-departmental:

· Work with the Fundraising Team to promote fundraising events and other initiatives as required.

Marketing and Representation of ECH Hospice:

· Enhance the image of ECH through a professional retail service.
· Liaise with hospice depts. as necessary ensure that all queries are answered promptly, and that information held in the shop is up to date.
· Maintain good relations with the public, trade councils, landlords and neighbouring retailers.

Staff:
	
· Ensure that the shop has the correct level of cover throughout the year, covering when and where necessary in yours and other shops for annual leave or sick leave.
· Recruit quality reliable voluntary staff.
· Identify specific training needs for staff and volunteers.
· Delegate appropriate tasks to volunteers and ensure they are fully trained and able to carry out the tasks required of them.

Administration:
	
· Ensure all administration is actioned correctly.
· Ensure that all administrative and financial procedures are followed including banking, weekly returns, maintenance of petty cash account, performance returns, and volunteer records.

General:

· Undertake any other appropriate duties required to achieve performance targets and realise the full potential of the shops.
· Undertake such training as is agreed with the Head of Income Generation.

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.



	Requirements
	Essential
	Desirable

	
Experience
	

	
Previous experience of working in the charity sector would be an advantage.

Previous experience of working in the retail sector.


	
Skills and Knowledge
	
Excellent people and customer service skills

Passionate about the pre-owned / charity sector and raising funds for an excellent cause.

Excellent time management.

Excellent communication.

	 

	
Other
	
Access to own transport / the ability to travel independently within the East Cheshire area.


	 


 
	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.
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