March 2022
Job Description 

Role:	Bookshop Manager
Reports to:	Director, St Pauls Bookshop
Place of work:	St Pauls Bookshop, 2B Little King Street, EH1 3AR
Hours:	35 hours per week; working hours from 10am to 6pm (flexibility of working days by arrangement)

Basic information
[bookmark: _Hlk97625678]St Pauls bookshop is an activity of the Society of St Paul (https://stpauls.org.uk/), an international religious congregation which engages in evangelising the world through the means of communication—internet, TV, radio, publications, press, bookshops and educational institutions. In the UK, besides St Pauls warehouse in Manchester, we run three bookshops—St Pauls by Westminster Cathedral (London), St Pauls by Chad’s Cathedral (Birmingham) and St Pauls at Hinsely Hall, Leeds. St Pauls by St Mary’s Cathedral in Edinburgh is our new initiative.  

Purpose and Scope 
· The Bookshop Manager is responsible for the daily running of the bookshop including stock purchase, sales and customer service. 
· Developing the bookshop to become a place where everyone can look for value based literature.
· To provide a Bookshop where Christians and especially church personnel, will find within all the liturgical and devotional articles for faith and worship.   

Responsibilities
· Daily running of the bookshop;
· Managing the purchase and sale of books and religious articles in the shop;
· Addressing customer queries, feedback and complaints; 
· Conducting annual stock inventory;   
· Provide the Director with reports and raise any issues as required.

Knowledge and skills
· Good computer skills
· Good verbal and written communication skills; 
· Able to produce creative displays of products;
· Ability to build credible and trustworthy relationships with suppliers and customers;
· Ability to take initiative and deal with issues; 
· Ability to advise customers and make recommendations;

Experience recommended
· Experience of managing a bookshop 
· Experience of working collaboratively

Desirable
· Well organised and results oriented
· Basic knowledge about publishers and their products;
· Knowledge of parishes/schools in the Archdiocese of St Andrews & Edinburgh 
· Knowledge of Christian/world literature 
· Acquaintance with the religious articles/vessels and vestments for church use

Key Relationships  
· With the Director of the bookshop
· With suppliers 
· With clergy and parishioners of St Mary’s Cathedral 
· With Coffee Saints (neighbouring premises)

Terms and conditions
· Salary	: £11.20 per hour  (£20,384 per annum)
· Working hours	: 35 hours per week; 5 days a week with one hour (unpaid) break, to include Sundays
· Holidays	: 23 days + 5 public holidays
· Sick leave	: As per the governmental regulations
· Nature of job	: Permanent, with 6 months’ probation period 


