BEACON CENTRE FOR THE BLIND

JOB DESCRIPTION

Job Title:

Assistant Shop Manager

Responsible to:
Shop Manager 

Location:

Penkridge Shop
Hours:

16 Hours per week over Monday to Saturday
Purpose:

To assist with the management of the day-to-day activities of the Charity Shop in accordance with guidelines stipulated in order to provide the best financial return.

Main Tasks:

1. To be responsible, with the manager for ordering, handling, sorting and processing all donated/bought-in stock and stock from the warehouse and maintain determined shop floor stock.

2. To price stock - taking into account local competition.

3. To maintain the Centre’s stock quality standard.

4. To follow the rotation procedure.

5. To ensure the merchandising/presentation of the store is to the required standard.

6. To follow the Charity’s procedures regarding security and safe systems of work as per the Shops’ Manual.

7. To assist with the management volunteers.

8. To organise with the shop manager regular ‘bargain sales’.

9. To cover for manager when absent.

10. To maintain accurate records as appropriate.

11. To maintain a high level of cleanliness and keep the shop tidy.

12. To adopt a flexible approach to working hours to cover for shop managers and assistants holidays and absences.

13. To be responsible for the daily till audit, cash handling/banking on a daily basis and maintaining of records.

14. To be security conscious at all times.

15. To be willing to undertake appropriate training as required for the position.

16. Understand and comply with the equal opportunities and policies of the Centre.

17. To ensure that Trading Standards and Health and Safety regulations are complied with.

17.
To undertake any other work that may be reasonably requested for the benefit of the organisation whilst not changing the grade or purpose of the post.

