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Responsible to:
Retail Operations Manager Manager
Location:
St Elizabeth’s Charity Retail Outlets - Various locations 
Hours of Work:
 To meet Shop needs.
SCOPE OF JOB

To be responsible for all aspects of the operational day to day running of the St Elizabeth’s Charity Shop where cover is being provided, including responding to customer enquiries and management of Staff and Volunteers
The postholder will be expected to carry out all duties within the ethos of the Daughters of the Cross of Liège and the spirit of St Elizabeth’s Mission Statement.

MAIN DUTIES AND RESPONSIBILITIES

1 To provide cover for a Shop Manager as and when required to meet individual shop needs.
2 Carry out any specific jobs requested by absent Shop Manager.
3 To implement best practice of stock management and rotation, sales presentation and creation of a welcoming professional atmosphere.
4 To follow St Elizabeth’s Centre policies for the control, reconciliation and banking of shop takings and weekly returns to the Centre.
5 To ensure donated goods are Sorted, labelled, priced and properly dispose of all unsalable items; maximising on recycling revenue.
6 Keep the shop premises clean and tidy.

7 Ensure goods are attractively displayed both on the retail floor and in the windows.
8 To supervise and manage any paid staff and volunteers in line with St Elizabeth’s Centre Policies and Procedures.
9 Liaise with other St Elizabeth’s Charity shops for supplies of stock, as and when necessary.  

10 To be aware of and comply with Trading Standards Legislation.

11 To be aware of and comply with all Health & Safety Legislation relating to the welfare and safety of staff and volunteers and the operation of the shop and all items sold.

The duties and responsibilities outlined above do not represent a full list of the tasks the post holder will be expected to perform. Also, it is recognised that the duties of all posts are subject to change from time to time.  Alterations to duties and responsibilities and performance of similar tasks within the scope of and at the same level will be expects.  The post holder will be consulted before any major changes to duties and responsibilities, by the Retail Operations Manager.  Reasonable notice will be given before such changes are implemented.

Signed ………………………………………………….

Print Name……………………………………………..
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BANK CHARITY SHOP RETAIL MANAGER











