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Job Description – Assistant Shop Manager

Job Title:		Assistant Shop Manager
Location:		Shelter Shop – Stockbridge
Contract type:                 	Permanent
Accountable to:             	Community Shop Manager
Salary:			£27,212 per annum (pro rata 0.8 FTE)
Hours:			28 hours per week
Leave:			30 days holiday per annum pro rata 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
The purpose of the role is to assist the Community Shop Manager to maximise sales and profit through effective management of staff, volunteers, stock and shop premises.
Role Specific Responsibilities Sales
· To assist the Community Shop Manager to ensure sales targets are achieved and costs controlled.
· To maximise department sales by pricing stock, implementing sales promotions appropriately and assist with the development of e-commerce/on-line listing
· To ensure a high standard of customer service
 
Stock management
· To assist the Community Shop Manager in stock generation and stock management.
· To control pricing in line with Shelter Retail policy
· To manage stock room systems to ensure quality control, stock density and rotation.
· To apply visual merchandising and window dressing standards

Staff Management & Training
· To assist the Community Shop Manager achieve adequate cover at all times including rota management and volunteer recruitment, including ensuring that the appropriate DBS check have been completed (where appropriate)
· To assist the Community Shop Manager with managing and delegating work to staff and volunteers ensuring satisfactory performance
· To help provide training for all shop volunteers.
· To develop the shop team in collaboration with the Community Shop Manager through effective support, communication and supervision
Operations
· To take responsibility for managing the shop in the Community Shop Manager’s absence
· To apply Shelter Health and Safety regulations, including carrying out risk assessments, reporting maintenance issues and ensuring high standards of cleanliness
· To be a keyholder, ensuring security of cash, stock, people and premises and adhere to Shelter cash handling procedures
· To complete shop administration tasks efficiently

About you
Who are we looking for?
We are looking for someone who is an excellent communicator, team player and enjoys all elements of running a shop: including (but not limited to) increasing sales, volunteer recruitment and retention, stock management and generation. Someone with excellent support skills, who will deputise for the Community Shop Manager, and help train, develop, support and empower a diverse team of people to run an exceptional shop raising as much money as possible for Shelter's work.
You will need:
· Experience of leading and supporting a diverse team of volunteers, including recruitment, development and delegating tasks
· Experience of providing excellent customer care and service
· IT skills including use of Microsoft applications
· Excellent admin and organisation skills
· Excellent communication skills
· The ability to support with the organising and hosting of events to promote Shelter’s cause within the community
· The ability to work independently and under own initiative

It is desirable that you also have:
· Commercial awareness and experience of growing income (i.e use of e-commerce)
· Knowledge and experience of charity retail
· Knowledge of current fashion trends
· Knowledge and experience of using a Point of Sale (POS) system
· Knowledge of Gift Aid

DBS 
The successful postholder for the role will be required to complete a Disclosure and Barring Service (DBS) check as part of the onboarding process if you have any questions around this please contact Recruitment@shelter.org.uk

Tasks & Responsibilities

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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