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JOB DESCRIPTION
			
	Job Title: Charity Shop Coordinator
Report to: Operations Manager
Responsible for: Shop Volunteers
Hours of Work: 18 hours per week 3 days out of 6 days Monday to Saturday 9:45am – 4:15pm
Salary: £8,611.20 per annum (£9.20 per hour)
Location: Boldmere
Contract Type: (i.e. permanent, fixed term etc.) 12 month contract



	Job Purpose 

	
Responsible for supporting the charity through its retail shop to maximise sales and create a welcoming environment with a focus on excellent customer service through its team of volunteers.
[bookmark: _GoBack]	
Responsible for coordinating the day to day running of the charity shop, stock preparation, productivity, recruiting and managing volunteers and all financial processes relating to the shop.

To set standards and clear processes to ensure the smooth and efficient running of the shop.

Will be responsible for organising seasonal displays and rotating stock for upcoming events.

To ensure a safe working environment at all times. 

To work to the mission, vision and values of Age Concern Birmingham at all times.


	Essential Duties/Responsibilities:


	· Driving sales and standards of service within the store, ensuring the best possible customer experience is provided
· Promoting Gift Aid
· Ensure all items are sale worthy and appropriately priced
· Recruiting and training new volunteers to a high standard
· Understand the needs of standalone charity shops


	Skills & Qualifications:


	· Strong supervisory experience gained within charity retail 
· Knowledge of the charity sector 
· Excellent customer service skills
· Creative and good eye for detail
· Experience of managing volunteers
· Excellent organisational skills
· IT literate

	Special Conditions:
· None 





This is a description of the job as it is at present.  It does not form part of the contract of employment.  
Job Definitions are regularly reviewed and altered when necessary in conjunction with the post holder.

Age Concern Birmingham / Jubilee Citizens UK are committed to Safeguarding: 
Promoting good practice and prevention of harm and abuse 
To ensure allegations of abuse or suspicions are dealt with and the person experiencing abuse is supported



PERSON SPECIFICATION
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	Skills, Knowledge, Abilities

1. Knowledge of Age Concern Birmingham and the services it offers
1. Proven understanding of shop processes
1. Understanding of equality and diversity
1. Excellent interpersonal skills (communication, listening skills)
1. Task driven with the ability to delegate tasks as required
1. Volunteer / people management
1. Understand issues around standalone charity shops
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	Previous Experience

1. Minimum 2 years previous experience of managing / supervising a charity shop
1. Volunteer management
1. Money handling

	

*
*
*

	




	Personal Characteristics

1. Can work alone or as part of a team
1. Positive attitude towards customer care
1. Customer focused
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