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JOB DESCRIPTION

Job Title:	Shop Manager, Frome Shop

Department:	Bath Cats & Dogs Home Trading Ltd

Reports to:	Retail Operations Manager

Responsible for:	Assistant Shop Manager & Volunteers 

Hours:	30hrs p/w

Salary: 	£24,481 FTE (£19,584.82 Pro Rated)


About BCDH

Every cat and dog should enjoy a healthy life and a happy home. Through advice and support in our community, to rescue, rehabilitation and rehoming at our centre, we positively transform the lives of pets.




  The Role

        Within their shop, the Shop Manager is responsible for managing stock, merchandising, charity messaging, and all aspects of the operation of the shop including health and safety.

        You will motivate and support your team of staff and volunteers to deliver excellent customer service and meet sales targets.

You will work closely with the Retail Operations Manager to develop strategies to maximise donations and sales and to connect customers with the charity and the impact of their support. 

  Principal Responsibilities

· Achieve income targets through effective stock generation and management strategies.

· Follow agreed stock curation and pricing guidelines to maintain consistency in stock quality and pricing throughout the shop and to generate stock for online sales. 

· Rotate stock effectively to maximise selling space, maintain optimum shop floor layout and keep the stockroom tidy and well-organised. 

· Maximise shop sales by maintaining high levels of visual merchandising, housekeeping and customer service. 

· Work with the Retail Operations Manager to agree and meet KPIs.

· Manage complaints in a timely manner and in line with BCDH policies 

· Recruit, manage, motivate and train volunteers to be positive brand ambassadors for Bath Cats & Dogs Home and cultivate an environment in which volunteers feel their time is valued and used effectively.  

· Manage staff & volunteer rotas effectively, ensuring the shop is staffed and operating efficiently on a day-to-day basis, opening hours are maintained (including weekends) and business needs are met.

· Ensure cash handling & personal safety procedures are followed, including banking, petty cash spending, staff & volunteer purchases, counterfeit note screening and cash lifts 

· Ensure that any personal or financial data is held securely and that processes are GDPR compliant, including Gift Aid data.

· Be an ambassador for the charity and develop good relationships with local stakeholders and networks. 

· Line manage the Assistant Shop Manager(s), including setting and reviewing objectives, conducting regular performance reviews, providing training, coaching and support and addressing any performance-related issues as they arise. 

· Monitor and be responsible for merchandise (including stock take of new goods) from the time it arrives on the premises until it is either sold or otherwise disposed of, helping to prevent any loss. 

· Ensure that all shop administration – including Health & Safety logs, stock takes, banking and sales reports - is completed accurately, on time and in line with procedures.

· Maintain a clean, tidy and safe environment for customers, staff and volunteers including reporting Health & Safety concerns immediately and promoting safe working practices. 

· Any other duties reasonably required by the Retail Operations Manager and/or the Head of Fundraising & Trading.











Knowledge, Skills and Experience

Educational qualifications:

Desirable:
· Educated to GCSE level (or equivalent) in Maths & English.


Professional/Technical Qualifications/Skills:
Essential:
· Customer service skills

Desirable:
· IT qualifications
· Customer Service qualifications
· Management qualifications


Experience:
Essential:
· Proficient in Microsoft 365 apps, particularly Outlook, Excel & Word
· Retail or Charity Retail experience
· Management skills
· Customer service skills
· Personable and a good communicator

Desirable:
· Interest in fashion and homeware trends 
· EPOS experience
· Visual merchandising experience 














Organisation

Bath Cats & Dogs Home Trading Ltd is a wholly owned subsidiary of Bath Cats and Dogs Home, operated by RSPCA Bath & District Branch.

Job Context

Work is carried out within general guidelines in accordance with the relevant Home policies and procedures.

Additional information

· The post holder must embody Bath Cats & Dogs Home’s ethos and values related to animal welfare. 
· The post holder may be required to attend training courses which will involve travel.
· The post holder may be required to drive the Home’s vehicle on matters of business.
· The post holder may be required to cover other shops as & when requested by the Retail Operations Manager.
· This role requires a considerable amount of physical activity, including some heavy lifting.
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