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Job Title:				Relief Shop Manager – The Living Room Charity Shop
Location:				14 The Glebe, Stevenage  
Line Manager:  			Senior Shop Manager 
Line Management Resp.: 		Shop staff
Salary: 				£12.60 per hour 

Purpose of the role: 	
To provide ad-hoc cover for shop managers for annual leave, sickness or training, as required.  The aim of the relief manager role is to maximise sales and ensure all staff and volunteers (collectively described as staff) provide a high level of customer experience. In addition, you will ensure compliance, health and safety and reporting processes are completed.
This is a Zero Hour Contract which will pay monthly, dependent on hours worked. Attendance for training and monthly managers meeting will also be paid for. Due to the irregular hours available, regular volunteering in the shop is required to keep up to date with shop operations.

Main Responsibilities:
Leadership 

· Day to day management of all aspects of the store ensuring that it is trading effectively, that it is adequately staffed, promotions are well advertised and that customers’ needs are met. 
· Deal with any customer enquiries and complaints as appropriate. 
· Day to day management of volunteers including; motivation, attendance and welfare. 
· Ensure cash and payment systems in-store are managed in accordance with the shops procedures and policies at all times. 
· Ensure staff/volunteers and customer safety is provided the uppermost priority.  
· Ensure staff/volunteers are processing donations, storage of donations, display of donations, sales of donations and destruction of donations as per shop guidelines.
· Ensure that at all times you take care of your health and safety and that of others by complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.  

Administration
· Provide key holder information to Senior Manager and keep updated.

General Requirements
1. Be responsible for own health and safety at work and for the health and safety of colleagues and visitors.
2. Follow all policies and procedures, ensuring staff are aware of all relevant policies.
3. To understand and promote the culture and ethos of The Living Room.
4. Undertake from time to time, as directed, any other duties as required in addition to the above that will be both reasonable and within your capabilities. 

NB This job description forms part of the Contract of Employment for the person currently holding this post.  This job description reflects the position at this present time and is subject to possible change in the future.  As a general term of employment, the organisation may make any necessary changes in job content, or may require the post holder to undertake other duties, at any location in the organisation’s service, if such changes are appropriate to the employee’s role.
PERSON SPECIFICATION –RELIEF SHOP MANAGER
 
Experience Essential - 2 years’ experience in a Retail or Customer Focused Environment 
Desirable - Experience of driving retail sales and standards of customer service.  
Skills and Knowledge Essential - Customer Service and maintaining standards, Cash Handling and Banking, Microsoft Word, Outlook and Excel skills.     
Personal Attributes Communication -   Communicates effectively, listens sensitively to others, adapts his/her communication to audience and fosters effective communication with others. 
Delegation - Provides support and encouragement to ensure his/her team collectively achieve. 
Leadership - Acts as a role model to the team, anticipates and plans for change, communicates clear objectives/vision throughout the team. Able to both provide and receive feedback/criticism in a positive manner.  
Professional - Takes pride in appearance and is respectful to staff. 
Flexibility -   Modifies his/her approach to achieve an end goal or task. Is open to change and has a positive approach to work and colleagues. Demonstrates initiative, and continually looks to improve the quality, quantity, and effectiveness of his/her work. Able to multi task.  
Resilience & Tenacity -   Remains cooperative, calm, even tempered and polite at all times. 
Enthusiastic - Is driven to exceed the expectations of others with regards to his/her stores financial performance and the delivery of quality service to consumers. Takes pride in the achievements of his/her team, store, and the service he/she provides consumers. Is able to manage his/her time to maximise productivity. 
Team Work - Contributes fully to the team effort, ensuring that help is offered to others with a “Can do” attitude when another team member is over-burdened.  Has a “hands on”, practical and resourceful approach 

The Living Room trading as ‘The Living Room Hertfordshire’ is a Registered Charity in England and Wales. Registration No. 1080634.  
CIO Registration 1175541 and Revival CIC 06611733. Registered Office Address 8-10 The Glebe, Stevenage, Hertfordshire.  SG2 0DJ.

www.livingroomherts.org / Facebook: LivingRoomHerts / Twitter: @livingroomherts
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