

Job Description
	1. Post Title – Shop Manager


Responsible to

Area Manager
Responsible for

Deputy Manager




Volunteer team.
Salary Band / Grade


Full



Background

Mar Stevens Hospice provides a broad range of End of Life Care services across Stourbridge and the West Midlands. Our care is delivered in our 10 bed In-Patient Unit and our Day Hospice services.  The Hospice has an outstanding local reputation and is committed to ensuring that the patients and families we provide comfort and care for each year continue to receive an exceptional level of support towards the end of their lives as well as helping to influence and enhance best practice in End of Life Care with other providers.

	2. Main purpose & scope


The Shop Manager is responsible and accountable for the maximising of shop sales and hence contribution to the hospice, through effective use of donations, good customer service, excellent knowledge of the market that the shop is trading in. 
The prime purpose is to generate an income for the hospice and to promote the work of the hospice in the community. 
A key element will be to recruit an effective team of volunteers to ensure the ability of the shop to provide excellent customer service and ensure the stock is managed to achieve the best outcome for the hospice and donor.
Another essential ability is good communication, presenting a professional approach to all our stakeholders. 
	3. Key accountabilities and areas of responsibility


Responsibilities will include but will not be restricted to:

· To achieve target and maximise the contribution from the shop to the hospice.
· Ensure all administration is completed accurately and on time.

· Complete annual mandatory training modules.

· Responsible for all aspects of cashing up/banking, reporting daily any discrepancies.  

· Line management responsibilities for all paid staff, completing 6mth and annual appraisals.
· Responsible for all staff rotas and time sheets, to ensure adequate shop cover.

· Ensure donations are graded, priced and rotated in accordance with guidelines.

· Comply with all Mary Stevens hospice policies & Procedures.

· Responsible for all Health & Safety aspects of the shop for staff/customer safety.
· Lead and develop the volunteer team, setting objectives and supporting to foster a positive team spirit with regular shop meetings.

· Train staff to ensure great merchandising of the shop floor, to give our customers the best retail experience.

· To fulfil agreed duties that may at times be needed for the business, outside this remit.

·  A flexible ‘can do’ attitude.

· To be an ambassador for Mary Stevens Hospice.

· Responsible for GDPR within department.

· Thorough knowledge of fashion, trends and seasonal winners.

· Facilitate a culture of learning and respect for diversity.
	4. Key Contacts 


· Chief Executive

· Board of Trustees

· Head of Trading Operations.
· Area Manager
· Logistics Manager
· Van drivers

· Retail support staff.
Person Specification
	5. Skills, Knowledge & Experience


· Experience of managing a team.
· Ability to demonstrate being able to achieve targets/projects.

· Knowledge/understanding the requirements of Trading Standards in retail environment.

· Understanding the importance of Health & Safety and requirements when managing staff, volunteers and the public.

· Be a team player, but know when to lead a team.

· Ability to be self-motivated, and able to manage self on a day to day basis.

· Educated to GCSE level, or equivalent experience. 
· Act as an ambassador for Mary Stevens Hospice

· Knowledge of fashion, trends and seasonal focus stock.
	Important Additional Information

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