

Job Description
	1. Post Title – Retail Development Manager


Responsible to:

Trading Director.

Responsible for:

Shop teams where managed.



Project teams.




Volunteers where applicable.



Full time/Part time
Full time.


Salary


Competitive
Background

Mary Stevens Hospice provides a wide range of palliative care services across the Borough of Dudley. Care is delivered in our 10 bed In-Patient Unit and through our Day Hospice services.  The Hospice has an outstanding local reputation and is committed to ensuring that the patients, carers, and families we provide care for each year, continue to receive an exceptional level of support towards the end of their lives. Additionally, we lead on several community initiatives as well as influencing and enhancing best practice in end-of-life care with other providers. Mary Stevens Hospice is rated as ‘Outstanding’ by the CQC.
	2. Main purpose & scope


Mary Stevens Trading Ltd operates retail shops selling donated goods as part of Mary Stevens Hospice income generation strategy with an ambitious programme of diversity in income streams over the next five years.
The Operations aspect of the role is to be responsible for the DC operation in entirety.
The retail strategy has identified income stream development/projects which require specific focus. The ‘projects’ role will address these to their conclusion. They are likely to include recruiting volunteers for the DC & shops, (with the support from the Retail Administrator and voluntary services), sourcing new shop sites, community selling, developing processes to capture gift aid in warehouse and recycled stock, corporate sourcing of quality stock and developing e-commerce and furniture up-cycling with adequate volunteer teams. Other projects/income stream initiatives will emerge with the growth of the business. The individual will have good multi project/task management skills. Prior knowledge or experience of the individual projects is not essential however being able to grow a team, inspire people, knowing when to lead and when to allow the team to lead are essential skills.
	3. Key Accountabilities and Outputs


Responsibilities include but will not be restricted to:
· Developing a sustainable volunteer recruitment programme for Trading.
· Establish new income streams through community selling. 
· Acquisition of two new shops each year for an initial two-year period.
· To maximise Gift Aid income capture from donated goods in the DC. 

· Grow donations of stock from new sources such as corporate stock donation, furniture shops, removal companies and secure sustainable partnerships.
· Develop growth and new ways of working for our present e-commerce business. 

· Scoping terms of reference for each project for approval.
· Developing a project plan for each project.
· Implementing and evaluating each project.
· Responsible for GDPR within department.

· Responsible for ‘Coffee Stop’, Bookshop, Mary’s Closet and Stourbridge High Street shop.
· Facilitate a culture of learning and respect for difference.
	4. Key Contacts 


· Trading Director.
· Area Manager.
· Retail Administrator.
· Retail staff and managers as appropriate.
· Voluntary Services Department.
· Fundraising.
· Volunteers.
· Commercial and non-commercial bodies, relevant to the role and purpose of the post.
· Other hospices (for research).
Person Specification
	5. Skills, Knowledge & Experience


· Strong management skills and experience

· Track record of delivering projects from start to finish
· Good analytical skills

· Sound decision making abilities

· Good people management skills

· Understanding of charity retail, with recycling knowledge.
· Ability to work both as a team member and independently

· Good standard of general education 
· Knowledge and experience of e-commerce.
· An appreciation of importance and value of volunteers.
· Excellent communications skills.
· Able to effectively self-manage.
	Important Additional Information

The line manager will discuss all elements of the job description with the post holder on an annual basis during appraisal, recognising that some elements may be developed.
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