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JOB DETAILS
	Job Title
	Retail Assistant 
	Line Manager
	Shop Manager 

	Grade Level
	1
	Spine Pt Range
	10-12
	FTE Salary Range
	

	Section/Unit
	Retail
	Directorate
	IG&D

	Location
	Bethany Shops

	Hours
	37.5
	FTE
	1

	GOR
	To be in sympathy with the Christian ethos of Bethany


2
JOB PURPOSE


Assist the Shop Manager as part of a team of staff and volunteers to deliver 
high levels of customer service, to contribute to the day to day running of Bethany’s 
shops in a positive manner and to grow the business to support our charitable 
activities. 
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MAIN RESPONSIBILITIES                                                        
· Serve customers on the shop floor

· Collaborate with others in a team of staff and volunteers 

· Deal with telephone enquiries

· Prepare, price and display stock items for sale as directed
· Competent use of the EPOS system 
· Opening up and closing the shop
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PLANNING AND ORGANISING
· The Retail Assistant is required to follow daily and weekly work plans as set out by the Shop Manager.

· The job holder is required to complete assigned tasks on time and to plan their own work more freely when a whole task or a group of tasks is delegated.
5
 PROBLEM SOLVING
· The Retail Assistant is required to resolve customer enquiries
· The job holder will make a decision as to when a situation requires escalating to a Shop Manager.
6
DECISION MAKING
· The job holder will make decisions on the sorting, recycling, pricing and displaying of donated goods in line with pricing guidelines for the shop
7
KEY RELATIONSHIPS
· Within the shop, the Retail Assistant works closely with the Shop Manager, other Retail Assistants and volunteers

· Externally - the job holder builds relationships with customers, donors and other supporters and is responsible for upholding Bethany’s reputation in their day-to-day work
8
KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB

The essential qualifications and characteristics that will be required of the person undertaking the role are:
· Standard level of education, willingness to complete SVQ Customer Service qualification
· Experience of working in a team setting
· Experience of working in a retail environment

· Willingness to participate fully in every day practical tasks, including end of day till and cashing up
· A creative approach

· An interest in retail

· Flexibility in working hours to ensure all tasks are complete 
· Ability to use initiative and take ownership for tasks

· Ability to deal with the physical demands of the role

· Be sympathetic with and supportive of the aims of the organisation as expressed in its mission and values statements

· Participate in daily prayer in meetings and groups

9 DIMENSIONS 
· The post holder has no direct reports but may provide support and guidance to volunteers in the shop
· The job holder reports directly to the Shop Manager 
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QUALITIES AND ATTITUDES

· Customer focused with tenacity and drive

· Flexibility and openness to change

· Credible and professional team worker
· Culture - Our standard is LOVE
· We SERVE others before ourselves
· We VALUE each person

· Ethos – We demonstrate:
· Compassion
· Humility

· Authenticity

· Respect

· Affirmation

· Courage

· Truthfulness

· Excellence

· Relationships
· The post holder will be expected to promote a common understanding of what the organisation’s values mean, and critical to success, consistently model the values in all activities and relationships.
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JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION
The post holder will work in a team that may include vulnerable adults who are on voluntary placements and young people under 16 who are on Duke of Edinburgh placements.
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