


Blythswood Ireland Limited.
	 JOB DESCRIPTION


Job Title:  Shop Manager
Main Purpose of Job:  To manage all aspects of work within the shop, particular attention paid to customer care, staff supervision and training, sorting and display of goods and promoting the work and ethos of Blythswood Ireland Limited and its Projects.
Relationships:

a) Responsible to:  Operations Manager.
b) Responsible for: Work colleagues and Shop Volunteers.
c) Liaison with: Shop staff and Volunteers, Drivers, Warehouseman, Office staff, Management and Customers.

Main Tasks of Job:

· Provide excellent customer service, satisfying customer needs and promoting good practice.

· Responsibility for security of the shop, stock and all cash and revenue related activities.
Ensure that all Health & Safety Regulations and Company Procedures are met, ensuring that all staff and volunteers have read and understand the Shop Procedures Manual.
· Ensure that the Christian ethos of the Company is not compromised in daily work activity and that all work is carried out in a safe and timely manner.
Actively promote and administer Gift Aid Scheme and manage processing, pricing and sale of all goods coming into and out of the shop.
· Maintain Company administrative requirements and monitor and control shop costs.
· Attend training, business meetings and organise holiday/absence cover as required.

· The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.

Job Description approved by:

                                        Shop Manager                                     Date:             

                                  Operations Manager                        Date: 















