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Job Description

Job Title:	                  Retail Area Support Manager
Location:		Home based with regular travel to Shelter shops across South London
Contract type:                 	Permanent
Accountable to:             	Area Manager
Salary:			£38,724.41 per annum plus £5023.71 London Weighting per annum
Hours:			35 a week 
Leave:			30 days holiday per annum plus bank holidays 

 About Shelter 

A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination and the threat of eviction.  

Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable.

We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:
· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 

Diversity Statement

At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 

We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 

About the role

· To support and to cover for the Area Manager when required in order to maximise the area’s financial contribution to support the work of Shelter
· To support the management of shops within the area; ensuring that they are safe, happy and vibrant supporting and encouraging donations, volunteer participation and customer purchases from the local community.
· To seek out and maximise any external income generating activities within area boundaries through events and pop-up shops.
· To implement our mandatory safeguards for the safety and security of the shop team, our supporters and the good reputation of Shelter
· To implement our required working practices and policies to consistently improve our contribution to the work of Shelter

Role Specific Responsibilities

Representing Shelter

· Be the representative of Shelter in your local community.
· Support the Area Manager to ensure that the area team know what Shelter does and responsibly share that knowledge with customers, volunteers, donors and potential clients as appropriate.

Managing Our People

· Assist in the development, recruitment and retention of an inspiring area team; build relationships, guide and encourage participation amongst the Community Shop Managers.
· Be a good communicator and demonstrate good organisational skills to make sure that everyone understands the part they play in running the shops efficiently and delegate tasks to Community Shop Managers, where appropriate.
· Support the Area Manager in identifying any capability or conduct issues and actively support in resolving these, escalating where appropriate.

Managing the Environment

· Support the area ensuring a safe, clean, bright and attractive environment in shops to encourage volunteering, donations and sales.
· Ensure that there is an area rota with the necessary people and key holders in place so that the shops can trade safely and efficiently during the designated hours.
· Check to make sure any maintenance issues are addressed within the area.
· Actively develop the shop team’s understanding of safeguarding and best practice by using the Shelter Handbook to train and support the team.
· Take immediate action in the event of serious Health and Safety breaches, including temporary closure of the shop if necessary, escalating any concerns to Area Manager immediately.

Managing Customers, Donors and the Product

· Welcome customers and develop loyal donors maximising Gift Aid.
· Support the shops in the pricing of stock according to quality, brand and local market conditions to maximise sales and respect the donors’ expectations.
· Support the shops to ensure that goods are displayed attractively allocating space according to sales potential.
· Within the area, support the management of a clear backroom policy within the shops, to rotate the stock and cull regularly.

Managing the Finance

· Ensure that Shelter’s financial procedures and security safeguards are followed to always protect our people and our finance.
· Know and understand the turnover and contribution of each shop and the shortfalls and opportunities that exist, communicating these to Community Shop Managers and Area Manager.
· Maximise income generating opportunities with the area through events and pop-up shops
· Regularly review the shop accounts with the Community Shop Managers and encourage their input in suggesting ideas on how to improve contribution and reduce costs wherever possible.

Monitoring performance

· Good performance will result in the area progressing towards, reaching or exceeding our targets. The targets performance for all shops is:
· To continuously increase the financial contribution to Shelter’s work
· To achieve a contribution of 50% of income or better.
· To achieve an income to rent ratio of 5X or better.
· Shops that are safe, happy and vibrant, supporting and encouraging donations, volunteer participation and customer purchases from the local community, will enable the maximum contribution to our cause.
· Responsibilities relating to safely running the shop and events will be monitored against Shelter’s shop audits and interim appraisals. The audit will provide the benchmark for performance review.

About you 

Who are we looking for?

We are looking for someone who has experience of being a leader and can demonstrate how they have empowered and motivated team working beyond expectations. 

Your role will be varied and will challenge you but will provide you with stimulating and satisfying work. 
 
You will develop and encourage the area teams, interest and passion in merchandising their shops to attract those customers and donors through the door as well as continually developing your own and your team’s knowledge of who Shelter are and what we do. 

Using your influencing skills you will support in the training, develop and empower an exceptional team of people to run exceptional shops raising as much money as possible for Shelter’s work.

You will need: 

· Experience of managing a team of staff and/or volunteers, including recruitment and development of that team.
· Experience of providing excellent customer/client service, preferably in a face-to-face role
· Experience in multi-site management and in delivering and managing budgets within that environment
· Experience of being enterprising and innovative

It is desirable that you also have:
· The ability to engage and inspire the community to support a cause
· Knowledge of charity retail and increasing donated sales.

Required behaviours

The Shelter Behaviours demonstrate the attitudes and approach we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  
At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below.
We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

We enable decision making
· by giving people the tools, they need to make well informed decisions
· by being accountable for the decisions we make
· by delegating authority to those closest to the work

We create change and align behind our strategy
· by participating in change initiatives that deliver our strategy
· by supporting tough strategic choices
· by saying no to work that does not serve our purpose

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback
· by being proactive and taking initiative


Other information

· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.
· This post is not exempt from the Rehabilitation of Offenders Act.

Please note
This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.
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