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	Job title:
	Active Seconds Retail Manager
	Line manager title:
	CSI and Operations Manager

	Operating Company/ Department
	Active Lancashire Ltd
	Location:
	Active Seconds Retail Shop/Hub Accrington

	

	Date:
	16/9/2021
	LEVEL/Grade/Scale Point:
	SCP 5-11
	Salary Band:
	£19,312 - £21, 748 

	Term of Employment:
	12 month period with a view to being extended
	Employment Benefits:
	25 days Annual Leave (Pro Rata)
Expense allowances Pension
	Other Info: 
	ECSI

	

	Job purpose:

	This is the first “retail outlet/hub” on the high street for Active Lancashire with a view that if successful and profitable a further chain of shops could be introduced in other areas. As Retail Manager you will provide a welcoming and commercial environment for our customers. Through consultation with partners and the local community you will utilise and develop the use of the Hub. Highly organised, you will co-ordinate donations to gain the best value by selling them through the Charity Shop, external recycling organisations or online. Responsible for creative displays and seasonal merchandising you will manage staff and a team of volunteers some of whom will in recovery from substance misuse, ex-offenders, mental health issues etc, to deliver a high standard of retail operations to ensure the customer has a positive shopping experience. 
You and your team will also be responsible for building and developing the hub to meet the needs of the community and our partners. 
· The Charity Shop will be open 6 days a week, some Sundays (Christmas Period) and Bank Holidays depending on seasonal trends. The Charity Retail Outlet/Hub will be a flagship operation for Active Lancashire and will be central to raising their profile within the community.

	Key accountabilities:

	· Manage a team of staff and volunteers to oversee the smooth-running of our retail shop and support the development of the community hub.
· Work closely with the Operations Manager who leads the development of our shop/community hub. 

· Optimise sales of donated stock; monitor sales performance and produce financial performance reports for the Operations Manager. 

· Set standards for excellent customer service and ensure that the team provides a responsive, efficient and friendly customer experience.
· Ensure that the shop is well presented – establishing a good standard of visual merchandising.
· Ensure that all processes and procedures for the retail operation are adhered to and all compliance is managed professionally
· Manage the day to day retailing activity in the shop, working on the sales floor (lifting and handling stock as required) and delegating to volunteers where appropriate Manage and co-ordinate the sale of stock online through EBAY, Facebook and online outlets, creating an additional outlet for sales and maximising initiative
· Grow donated income through proactive stock generation, optimum pricing and stock planning
· Work with the lead Support Worker to plan and establish delivery of activities, training, meetings and drop-ins as part of the development of the community hub
· Ensure that the stockroom areas are organised, uncluttered and promote safe working practices and re-cycling practices
· Maintain high levels of personal competency in the operation of EPOS systems and provide induction, training, ongoing support and advice to staff and volunteers using the system
· Increase Gift Aid sales conversions and donor sign ups. Manage repeat donations and ensure the sale of gift aid stock is being conducted within the HMRC guidelines in accordance with organisation procedures

· Recruit, train, retain and carry our development reviews for staff and volunteers in the shop. Work closely with the Operations Manager and the Training & Development Officer

· Take responsibility for ensuring compliance with all aspects of Health & Safety legislation and risk management in the shop

· Take responsibility for the security of the premises at all times

This list is not exhaustive and the post holder will be expected to undertake other duties within the remit of the job.

	Dimensions impacted by job (including number of people managed, turnover and budgets expressed in £ p.a.

	Direct reports’ job titles and grades: (where applicable)
Support Worker

Team of Volunteers


	ESSENTIAL CRITERIA - Qualifications, knowledge, experience and attitue required in the role (these criteria will be used to assess applicants suitability for this post as part of the shortlisting process. Please address each of these essential criteria in your application).

	· A minimum of two years’ experience of working in a similar role

· A minimum GCSE level qualification in English and Mathematics or equivalent.
· Proficient IT skills including use of internet search engines, Ebay, websites etc., to help research and value all goods for which you are responsible for listing and ensuring listings are accurate and professional
· An interest in and commitment to supporting people in recovery from substance misuse, ex-offenders and those who are experiencing mental health issues

· An understanding of safeguarding and equality policies and procedures and a commitment to protecting vulnerable adults from abuse. 
· Excellent verbal communication skills and the ability to write clear and concise reports 
· Ability to build and maintain effective working relationships within the retail operation as well as with through the wider Active Lancashire team and local partners
· Ability to work at pace and unsupervised; managing own time within fluctuating workloads and problem-solve independently
· Ability to maintain a safe working environment
· Trust-worthy, demonstrating high integrity and ability to maintain confidentiality.
· Willing to work weekends and public holidays subject to agreed rotas and able to fulfil this requirement. 
· Excellent time management, organisational and planning skills

· Demonstrates an eye for creative flair and merchandising skills
· Experience of planning, managing resources and working to achieve agreed outputs and outcomes.

· You must be physically able to do the job which involves, bending and stooping, heaving lifting and moving items around. (Please note:  if you have difficulty meeting these conditions because of a disability or family circumstances the appointing manager will discuss it with you in order to consider reasonable adjustments to the job or working conditions)


	Desirable Criteria – Qualifications, knowledge, experience and attitude desired for the role (these criteria will be used as part of the interview process to assess applicants suitability for this post as part of the shortlisting process). 

	· NVQ Level 3 Retail Qualification

· At least one year working in a charity shop in a supervisory or managerial role 
· A commitment to continuous self-development

· Valid driving licence or regular access to effective means of transport
· Knowledge and understanding of Gift Aid


	Core behaviours:

	To reflect our Active Lancashire values:

Working together – We drive partnerships and work collaboratively
Everyone counts – We value, respect and appreciate every voice

Forward-thinking – We are innovative, bold and strive to improve

Influencing change – Inspiring others to change behaviours and improve lives
People first – People are at the heart of everything we do
Passion – We are passionate about what we do and care about how we do it
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