
CHARITY SHOP MANAGER – LECHLADE SHOP 

£8,660 pa plus bonus after qualifying period. 

18.50 hours/week including Saturdays (over 3/4 days) 

Job role requirements: 

Retail experience, ideally in the charity sector. 

Excellent communication, administrative, organisational and interpersonal skills. 

Ability to work unsupervised and to motivate self and others. 

Good computer skills, numerate and ability to be accountable for cash handling. 

Experience of managing a team of volunteers. 

Must be able to lift heavy and / or bulky items. 

Driving licence holder and use of a car. 

Must be willing to act as key holder. 

 

Applications to chair@friendsoffairford.org.uk to include supporting letter outlining suitability for 

the role, two references and C.V.   For further information contact Graham on 07504 955 358. 

Closing date – 16 August 2019 

Job Description. 

Title:  Manager (Job Share) - Lechlade Charity Shop. 

Reports to: Management Committee through the Chairman or other designated lead officer. 

Responsible for:  Efficient running of the shop and management of volunteers. 

Shop opening hours:   Monday to Friday 10am – 4pm 

Saturday 10am to 1pm 

Purpose: 

 To effectively and efficiently manage the running of the shop and its volunteers with the 

aims of achieving optimum profit and growing the profitability year on year. 

 Ensure maximum stock availability through effective control of donated goods, generating, 

sourcing and collecting where necessary high quality stock; managing and monitoring stock 

flow through the shop. 

Scope and limits of authority: 

 Will be responsible for all aspects of recruitment, training, management and development of 

the shop’s volunteers. 

 Will be responsible for the security of the shop’s premises, the stock held and be 

accountable for the takings and complying with the prescribed banking procedures.   

 Ensure compliance with Trading Standards and Health and Safety legislation maintaining a 

safe environment for customers and volunteers. 

Tasks: 

 Effectively manage and display stock to maximise footfall and sales. 

 Ensure maximum stock availability through effective control of donated goods, generating, 

sourcing and collecting where necessary high quality stock; managing and monitoring stock 

flow through the shop including disposal of unwanted stock/goods. 



 Price stock at a level which maximises income for the League balanced against maintaining 

an effective stock turnover. 

 Manage Gift Aid processes/procedures and actively promote Gift Aid through volunteers and 

donors.  Complete Gift Aid reporting in accordance with HMRC requirements. 

 Ensure adequate volunteer cover is in place during opening hours, managing a rota 

arrangement across all volunteers.  Publishing and distributing the rota one month in 

advance. 

 Regularly liaise with a member of the Management Committee on sales, stock levels and 

promotional ideas. 

 Ensure that all relevant documentation relating to cash handling is processed and all 

discrepancies investigated and documented. 

 Undertake daily till reconciliation, trading report and banking. 

 Attend all training courses and meetings as directed by the Management Committee, 

relaying relevant information to all volunteers 

 Recruit volunteers and provide induction, training, supervision and support ensuring all 

volunteers are able, confident and proficient. 

 Maintain a clean environment for customers and volunteers. 

 Provide written reports on shop performance to the Management Committee on a regular 

basis. 

 Undertake any reasonable task as directed by the Management Committee as is 

appropriated within the scope of the job. 

Health and Safety: 

 Comply with all aspects of the Health and Safety at Work Act 1974 

 Ensure all Security, Health and Safety policies and procedures are adhered to in order to 

provide a safe and secure shop environment for staff, customers and company assets.  

Provide regular and relevant training for staff in Health and Safety and maintains legal 

compliance at all times. 


