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BETHANY CHRISTIAN TRUST

JOB DESCRIPTION – Shop Manager



REF: 
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JOB DETAILS
	Job Title
	Shop Manager

	Line Manager
	Head of Group Income Generation 

	Grade Level
	3
	Spine Pt Range
	18 - 20
	FTE Salary Range
	£24,799- £25,962

	Section/Unit
	Retail
	Directorate
	IG&D

	Location
	The post holder will work from primarily in Stockbridge, EH3 5AX, with travel to other retail units occasionally as required by the business.

	Hours
	Full time
	FTE
	1

	OR
	Required to have a genuine and active Christian faith and commitment


2
JOB PURPOSE

Provide excellent customer service in a professional charity retail environment. Identify and encourage the potential of staff in order to maximise their contribution to the success of the shop. Actively seek donations to maintain required stock levels with strong pricing, stock rotation and proactive selling. Build strong connections with local faith communities. Grow and develop the business in line with strategies agreed with the Head of Group Income Generation.  
3
MAIN RESPONSIBILITIES                                                          

· Sustain a safe, clean and attractive shop environment.
· Actively manage staff absence and discipline.

· Deliver the required financial performance of their shop. Develop new income streams in consultation with the Head of Group Income Generation.
· Implement strategies agreed with the Head of Group Income Generation, making day-to-day adjustments based on current performance to meet targets in any given week.
· Ensure staff and volunteers understand the published goals and sales targets for the week. Ensure that staff and volunteers have regular support and supervision sessions within the framework of the balanced scorecard.
· Look after the day-to-day rotas and routines required by the shop to function accurately, namely staff matters, cash handling, health and safety, manual handling and managing reputational risk.

· To participate in and occasionally lead Christian worship in a work setting and respond to questions about the Christian faith from personal experience, in order to contextualise Bethany’s Vision of working with vulnerable people as an expression of Christian love in action.
4
PLANNING AND ORGANISING

· The Shop Manager organises daily devotions and sets out the day’s plans with key tasks and sales targets.
· The Shop Manager liaises with the Head of Group Income Generation to ensure that adequate staffing is in place for the coming 12 week period.
5 PROBLEM SOLVING
· The Shop Manager is the initial point of contact for customer complaints and queries and would resolve these in the first instance.
· The Shop Manager should immediately raise any problems or concerns that they feel are out of their control with the Head of Group Income Generation.

6 DECISION MAKING
· The Shop Manager is required to make decisions about shop displays, sorting, recycling, pricing and discounts.
· In the first instance, the Shop Manager should make decisions relating to annual leave requests in line with the shop’s needs. Where requests for leave could affect the functioning of the shop, these should be discussed with the Head of Group Income Generation.

· The Shop Manager makes decisions about volunteer applications in conjunction with the Head of Group Income Generation.

7
KEY RELATIONSHIPS 

· Within the shop, the Shop Manager works closely with Retail Assistants and volunteers.
· Externally the Shop Manager builds relationships with customers, donors, Churches 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.
· A hands-on, can-do approach to problem solving and achieving results.
· Experience of leading a team and of motivating others.
· Excellent customer service skills and a proven record of such.  Enthusiasm to achieve SVQ 3 in Customer Service, allowing to demonstrate a competence in communicating in a customer service environment and delivering customer service within best practice guidelines.
· Strong organisational skills with the ability to focus others productively.
· Competent in use of EPOS systems and MS Outlook, Word and Excel products.
· Be able to show God’s love in action as an outworking of personal Christian faith to all stakeholders.
· Be sympathetic and supportive of the aims of Bethany Christian Trust as expressed in its mission and values statements.
9 DIMENSIONS 

· The Shop Manager has a number of direct reports. The number of staff and volunteers supervised depends on individual shop size and requirements.
· The Shop Manager reports directly to the Head of Group Income Generation.
10
JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION

The post-holder is required to participate in and occasionally lead Christian worship in a work setting and respond to questions about the Christian faith from personal experience, in order to contextualise Bethany’s Vision of working with vulnerable people as an expression of Christian love in action.
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