Cancer Focus
Job Description
Job Title:  
Assistant Shop Manager Ballymoney
Reports to:
Shop Manager

Responsible to: 
Retail Development Manager
Hours:
Two days per week (Saturday & Monday), plus full-time holiday cover. Flexibility is essential for this post.
Salary: 


£7.85 per hour 
Summary of main responsibilities:

To assist with the running of the shop with the aim of achieving optimum profit by maximising sales and controlling direct shop expenses. To assist with the management of staff and volunteers in order to ensure the efficient running of the shop. To ensure financial procedures are adhered to regarding cash handling, banking and associated administration.

Specific duties:

· To work with the Shop Manager to ensure the shop’s sales performance is maintained and to assist with introducing new ways to improve the shop’s performance on a continuous basis
· To be involved with all aspects of stock preparation in order to ensure that the shop is stocked to agreed levels
· Ensure a high standard of presentation is maintained to improve sales performance and that all shop areas are safe and pleasant to work in
· Ensure excellent customer service and promote best practice within the shop
· To assist the Shop Manager with the recruitment, training and development of a team of staff and volunteers to a high standard

· To take responsibility for the shop in the  absence of the Shop Manager and ensure the smooth day to day running of the shop, including maintenance and improvement of trading figures, undertaking the responsibility for cash handling, banking and associated administration and ensuring that all till operations are carried out in accordance with Cancer Focus’s policies and procedures

· Ensure shop is opened and adequately staffed during trading hours
· In the absence of the Shop Manager to act as key holder and ensure premises are properly secured and maintained

· Participate in all relevant training and initiatives provided by the charity
This job description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the charity at any time after discussion with the post holder.
Cancer Focus
Personnel Specification
Job Title:  Assistant Shop Manager
The personnel specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post. Therefore, please address, in completing the application form each criterion listed in the specification, drawing upon all of your experience, whether at work or on a voluntary basis.

Essential Criteria:
· Relevant retail sales experience preferably in the fashion/clothing trade 

· Numerate with the ability to calculate figures and competently undertake administration
· Experience of dealing with customers and providing excellent customer care 
· Knowledge of selling and merchandising
· Able to work flexibly over a seven day week 

· Computer literate

· Hold a full, current driving license and have access to the use of a car or some other appropriate form of transport to carry out the duties of the post in full
Desirable Criteria:
· Experience of working in Charity Retail 
· Experience of managing, motivating and training staff and volunteers

