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    JOB DESCRIPTION

Job Title:	Assistant Shop Manager, George St Shop, Bath

Department:	Bath Cats & Dogs Home Trading Ltd

Reports to:	Shop Manager

Responsible for:	Shop Volunteers

Hours:	15hrs p/w

Salary:	£23,809.50 FTE (£9,523.80 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

        To assist the Shop Manager in meeting agreed sales and performance targets through effective use of all available resources and ensuring the highest level of customer service.

The Assistant Shop Manager role is a key position within the charity’s Trading company with the direct ability to influence the overall profitability of the organisation by working positively to achieve sales targets and to maximise potential income. 



  Principal Responsibilities

· Deputise for the Shop Manager in their absence and support them to achieve income targets through effective stock generation and management strategies.

· Be responsible for the secure opening and closing of the shop in the absence of the Shop Manager, ensuring that agreed opening hours are adhered to.

· Ensure that the rotation, removal and recycling of stock is completed in accordance with Bath Cats & Dogs Home Trading procedures.

· Ensure that all donations are sorted, prepared and priced in accordance with Bath Cats & Dogs Home Trading procedures.

· In agreement with the Shop Manager, maximise shop sales by maintaining high standards of visual merchandising, stock rotation and customer service.

· Refer complaints to the Shop Manager and Retail Operations Manager in a timely manner and in line with BCDH procedures. 

· Assist the Shop Manager with the recruitment, onboarding and training of volunteers.

· Adopt a friendly, positive approach to day-to-day volunteer management, including rota management to ensure all shifts are covered. 

· Ensure all banking duties and stock takes are completed accurately and on time in the absence of the Shop Manager.

· Produce weekly trading reports as requested by the Retail Operations Manager and Head of Fundraising & Trading in the absence of the Shop Manager.

· Take all reasonable precautions for the safety of stock, cash and IT equipment without putting self, staff or volunteers at risk.

· Comply with cash handling and personal safety procedures, 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 responsible for monitoring of merchandise and take reasonable precautions to prevent stock loss. 

· Ensure that all shop administration is accurately completed in line with procedures in the absence of the Shop Manager.

· Maintain a clean, tidy and safe environment for customers, staff and volunteers in both shop and staff only areas. Promote and maintain safe working practices throughout the shop and staff areas.

· Carry out routine Health & Safety checks in the absence of the Shop Manager

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




 Knowledge, Skills & Experience

   Education qualifications:

Desirable:

· Educated to GCSE level (or equivalent) in Math & English.


    Professional/Technical Qualifications/Skills:

Essential:

· Customer service skills.

Desirable:

· Customer Service qualifications.
· Full driving license and access to own vehicle.


Experience:

Essential:

· Customer service skills.
· Competent IT skills.
· Personable and a good communicator.

Desirable:
· Retail or customer service experience.
· EPOS experience.
· Experience in a charity retail environment.
· Interest in fashion and homeware trends.
· Visual merchandising experience.





  The Organisation

 Bath Cats & Dogs Home Trading ltd 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
· [bookmark: _Hlk148098656]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 will be required to be flexible to cover other shops as & when required by the Retail Operations Manager.
· [bookmark: _Hlk148098694]This role requires a considerable amount of physical activity, including some heavy lifting.
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