


JOB DESCRIPTION: Community Shop Manager

Job Title:		Community Shop Manager (35 hours)		

Responsible to:	Chief Executive

Responsible for:	Management and Development of Cranhill Community Shop ‘The Cabin’

Remuneration:	£26,000 plus 5% pension

The Trust
Cranhill Development Trust offers a wide range of services designed to promote and develop the wellbeing of local residents by addressing health related issues; addressing poverty and deprivation; and issues of social exclusion.  The services delivered include employability support; social integration activities; volunteering opportunities; community gardening; personal development training, adult literacy and numeracy; health improvement; a programme of learning; and information and advice services.

The work of the Trust is based on a holistic and client-centred approach that is responsive to individual needs.  Local people are able to access a range of services and support that are tailored to individual requirements.

The Job
The purpose of this job is to provide local general store items as well asfresh produce to the community by way of a community shop.
You will work as part of a small team where you will be expected to support your colleagues and the organisation as a whole.
Your role is to ensure the smooth daily running of the shop and drive the growth of this community owned business. You will work alongside Cranhill Development Trusts Volunteer Co-ordinator to recruit, train and inspire a team of volunteers to provide a high quality customer experience.  You will have an important role in helping achieve our sales targets and ensure our shop is a successful long-term business. 

You will have excellent communication and customer service skills and be enthusiastic about sourcing and presenting produce to our customers.  

You will manage paid staff who work shifts in the retail environment  Your focus will be the shop finances and stock control and overall line management responsibilities.  You will report directly to and be supported by CDT CEO. You will be committed to promoting the shop, bringing new and exciting ideas to this developing community business. This is a demanding and challenging role that requires the ability to manage a diverse range of responsibilities.

Main Duties and Responsibilities

· Manage the day-to-day operations of the shop. 
· Staff line management responsibilities.
· Oversee retail volunteers.
· Look for opportunities for business development and aim to exceed sales targets.
· Undertake day to day marketing activities 
· Maintain administrative and financial administration systems and procedures including invoice management 
· Sales reporting and stock control via EPOS system to maximise sales.
· Primary responsibility for weekly orders from a variety of suppliers.
· Establish and maintain accurate records for ordering, stock control and pricing.
· Ensure full regulatory compliance and keep abreast of regulatory changes particularly health and safety.
· Assist in sourcing food stock for internal CDT projects.
· Reporting to funders and CDT board
· Ensure the shop is a welcoming and friendly environment for customers, staff and volunteers.
· Carry out any other reasonable duties that may be required.



Person Speciation: Community Shop Manager

	
	ESSENTIAL
	DESIRABLE

	
QUALIFICATIONS

	
· Good general education.

	· Food Hygiene Certificate

	EXPERIENCE
	· Experience of working in a food retail environment.
· Experience of developing sales
· Proficient in retail EPOS system
· Experience of negotiating with suppliers
· Marketing experience and use of social media.
· 
	· A minimum of 2 years paid or unpaid work in voluntary sector.
· Experience of office IT systems
· Funder/ Board reporting


	SKILLS AND ATTRIBUTES
	· Full UK Driving License.
· Business development skills including understanding and interpreting figures.
· Proficient with administrative and financial admin systems.
· Proven organisational skills.
· Ability to develop a positive customer experience.
· An eye for good presentation and ability to pay attention to detail.
· Proficient in using common IT packages including SAGE, Word, Excel, e-mail.

	· Flexible approach to working hours during shop opening times – some weekend working will be required.


	VALUES AND ATTITUDES
	· Flexible and adaptable.
· Ability to remain calm and work under pressure.
· Ability to work as part of a team.
· Empathy with the ethos of the shop.
· Commitment to team working approach.
· Support of the principle of voluntarism.

	· Proven ability of working as part of a team within a community development or volunteer setting.
· Demonstrate an ability to
· priorities conflicting workloads.




	KNOWLEDGE


	· Knowledge/enthusiasm about food products including seasonality.
· Knowledge of ordering and buying stock, stock control and rotation.
· Knowledge of health and safety issues
· Knowledge of marketing and promotion and familiarity with the use of social media.
· Knowledge of developing and maintaining shop procedures and practices.

	· Awareness of the needs and responsibilities of GDPR.

	OTHER
	
	· Ability to work with the media.-
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