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Willow Woodl




Job Description

Position:


Hyde Shop Manager 
Responsible to:


Retail  Operations Manager 
Hours:
37.5 hours per week 
Salary:
£15,251 - £17,978
Role Summary:
Responsible for generating income through effective management of the sale of donated goods, shop budget, expenditure, staff and volunteers.

Based:
This role will be based at the new Willow Wood Hospice Shop in Hyde town centre.  There may be occasions where the post-holder will be required to provide cover at other Hospice shops. 
Role: 
· To manage the designated Retail shop and the volunteers within the shop.

· To manage and develop the retail shop to achieve set targets and to maximise the financial contribution to Willow Wood Hospice. 
· Be responsible for the safe and efficient installation training and use of the Gift Aid system in the shop and with all volunteers.
· To recruit, interview, train, induct and manage effectively all shop volunteers ensuring adequate staffing levels during opening hours.
· To ensure compliance with all relevant legislation i.e. health and safety, whilst adhering to all Hospice policies and procedures.
· To maintain good relations throughout the local community in order to enhance the profile and good name of the Hospice.
· To hold regular meetings with volunteers to ensure all volunteers are fully informed about the shop and Hospice activities and maintain a good team spirit.

· To attend regular meetings and liaise with the Retail Operations Manager.
· To utilise customer feedback surveys to improve service to the public.

· To positively sell new ideas, systems, policies and procedures to others.

· Share good ideas and team success within the retail organisation.

· To involve others in decision-making, creating a sense of ownership and accountability.

· To ensure the retail shop keeps within set expenditure budgets.
· To ensure the retail shop generates budgeted profit.
· To be a key member of the Hospice retail team.
Key Duties
· To provide guidance, support and supervision of volunteers.
· To provide efficient and effective supervision of Willow Wood Hospice policies and procedures, ensuring compliance of those policies and relevant to Health & Safety legislation.

· To promote high standards of customer service / care amongst staff and volunteers.
· To inform senior manager of any complaints, particularly in relation to potential Health & Safety issues.

· To inform the Retail Operations Manager of any complaints, accidents, incidents or any untoward occurrences within the shop.

· Be accountable for shop takings and minor shop disbursements and ensure shop takings are banked in accordance with policies and that weekly reports are being submitted to the Finance Department. To ensure the satisfactory completion of daily till audits and banking procedures.
· To actively recruit volunteers from the local community.
· To organise the sorting, pricing, ticketing and to operate an efficient system of stock rotation. 

· To encourage the public to donate saleable goods and to implement sales drives/ promotions as and when instructed by the Retail Operations Manager.  
· To ensure a consistently high standard of hygiene and display both on the sales floor and window areas.

· To establish and implement workable staff/volunteer duty rotas ensuring adequate staffing levels at all times.
· To attend relevant training course and/or mandatory courses or study days as and when required.  
· Complying and undertaking training sessions for statutory regulations – Health and Safety, COSHH, Fire Safety and Manual Handling. 

· To collect, collate, record and report all relevant shop information, statistical and financial, as required by the Retail Operations Manager.
· Any other duty reasonably assigned by your line manager.

Working relationships and team working
· To work as a positive team member at all times.
· To establish effective working relationships with colleagues and work as part of the retail team contributing to the overall success of the function.
· To develop strong working relationships with all shop managers and members of staff and volunteers to ensure the smooth running of the retail operation.

· To work in a professional manner at all times, reflecting and maintaining the values and ethos of the organisation and thereby by generating a positive image of Willow Wood Hospice.

· Maintaining a high standard of personal appearance and hygiene.    

Health & Safety

· To co-operate actively in achieving the aims of the Hospice’s Health & Safety Policy and to ensure the observance of all Health & Safety Rules and Procedures within the Hospice shop.

· To ensure that all your employees and volunteers receive the necessary information, instruction, training and supervision to enable them to carry out their duties safely. To report and co-operate in the investigation of all incidents and accidents.
· To identify any hazards relating to your area and to ensure that all necessary risk assessments are carried out and reported.

· To be the key holder for the shop out of hours and carry out emergencies procedures. 

Willow Wood Hospice is a registered charity, not part of the NHS and it costs over £2.3 million to run the Hospice every year.  We rely on support from the community of Tameside and Glossop, both through volunteering time and donating money to enable us to continue our existing services.  

For this reason, it is expected that all members of staff will also support the fundraising activities of the Hospice.  We encourage every staff member to help at, participate in, or support at least two fundraising activities every year.  Opportunities to support fundraising activities vary and could include helping at fundraising and shop events, taking part in an event and raising sponsorship or attending cheque presentations.  Staff members will be asked as part of their annual appraisal which events they have supported.

This document is a guideline to the general scope of duties involved and will be reviewed at regular intervals.  It is not intended to act as a definitive and complete role specification and will be subject to the changing requirements of Willow Wood Hospice.
