Job title Assistant Superstore Manager
Department Retail
Reporting to Shop Manager

Location crayford Superstore

Job summary

Role Purpose:

The Assistant Superstore Manager will support the Superstore Manager in the
day-to-day running and performance of the superstore, helping to ensure that the shop
operates effectively, efficiently and commercially.

The role will provide hands-on support with staff and volunteer management, rotas,
customer service, stock management, visual merchandising, Gift Aid, health and safety
and income generation.

The Assistant Superstore Manager will work closely with the Superstore Manager and
wider retail team to ensure stock flows effectively between the superstore, warehouse
and ecommerce operation, helping to maximise income from every suitable donation.
The post holder will take responsibility for the superstore in the absence of the
Superstore Manager, ensuring that agreed standards, targets and operational
requirements continue to be delivered.

Internal Key relationships

e Head of Retail

e Superstore Manager

e Warehouse and Distribution Team
e Ecommerce Team

e Retail Teams

e VVolunteers

e Marketing and Fundraising Teams




Key responsibilities

Duties and Responsibilities:

The duties outlined below are not definitive and may be changed in accordance with
the needs of the organisation.

Strategic Responsibilities:

PerSOn S D@lelcathn (essential and desirable criteria)

Education

Educated to A level or equivalent qualification or experience

A Full UK Driving Licence

SKills and attributes

A good understanding of Warehouse Management and the challenges of working within
the voluntary sector.

Good understanding of retail operations and commercial income generation.

Excellent customer service skills.

Good organisation and planning skills with the ability to manage and prioritise
workload.

Good written and verbal communication skills with attention to detail/ accuracy.

Experience

Demonstratable experience working in a warehouse environment.
Experience and application of commercial warehouse operations.

Proven experience in managing a budget.

If you wish to speak with a member of HR the team regarding your
application, Please contact us at HR@ellenor.org or call 01474 320007
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	Text21: Role Purpose:
The Assistant Superstore Manager will support the Superstore Manager in the day-to-day running and performance of the superstore, helping to ensure that the shop operates effectively, efficiently and commercially.
The role will provide hands-on support with staff and volunteer management, rotas, customer service, stock management, visual merchandising, Gift Aid, health and safety and income generation.

The Assistant Superstore Manager will work closely with the Superstore Manager and wider retail team to ensure stock flows effectively between the superstore, warehouse and ecommerce operation, helping to maximise income from every suitable donation.
The post holder will take responsibility for the superstore in the absence of the Superstore Manager, ensuring that agreed standards, targets and operational requirements continue to be delivered.

Internal Key relationships
•	Head of Retail
•	Superstore Manager
•	Warehouse and Distribution Team
•	Ecommerce Team
•	Retail Teams
•	Volunteers
•	Marketing and Fundraising Teams
•	Finance, HR and other support functions

External Key relationships 
•	Customers and donors
•	Suppliers and service providers
•	Logistics partners
•	Local community organisations
•	Volunteers and volunteer groups

	Text22: Duties and Responsibilities: 

The duties outlined below are not definitive and may be changed in accordance with the needs of the organisation.

Strategic Responsibilities: 

Support the Superstore Manager in delivering the retail strategy, income targets.
Assist in identifying opportunities to increase income through stock management, visual             merchandising, Gift Aid, ecommerce and other retail initiatives.
Support the development of a positive culture of teamwork, accountability and continuous improvement.
Support the recruitment, induction, development and retention of staff and volunteers.
Work collaboratively with the warehouse and ecommerce teams to maximise the value of stock.
Promote ellenor positively to customers, donors, volunteers and the local community.
Support new initiatives and ways of working designed to improve retail performance and income

Operational Responsibilities:

Support the Superstore Manager with the day-to-day operation of the superstore including the till.
Take responsibility for the superstore in the absence of the Superstore Manager.
Support the preparation and management of staff rotas, ensuring appropriate staffing levels are maintained.
Help ensure the team is appropriately deployed across the shop floor, stock processing, warehouse and ecommerce functions.
Monitor daily sales and income performance and highlight any concerns to the Superstore Manager.
Maintain high standards of customer service, shop presentation, visual  merchandising, stock processing and housekeeping.
Support effective stock management and ensure donations are processed promptly.
Work with the warehouse and ecommerce teams to ensure appropriate stock is allocated to the most suitable sales channel.
Support the identification of high-value or suitable stock for ecommerce.
Support the implementation of promotions, campaigns and initiatives designed to increase income.
Ensure the superstore is appropriately maintained and meets required operational standards. 
Ensure appropriate staffing and resources are available to meet operational requirements.
Support the annual retail operating budget and monitor expenditure, identifying opportunities for efficiencies and cost savings.
Ensure all areas of the operation are appropriately maintained and meet required standards.

	Text23: Educated to A level or equivalent qualification or experience

A Full UK Driving Licence 
	Text24: A good understanding of Warehouse Management and the challenges of working within the voluntary sector.
Good understanding of retail operations and commercial income generation.
Excellent customer service skills.
Good organisation and planning skills with the ability to manage and prioritise workload.
Good written and verbal communication skills with attention to detail/ accuracy.  
Good problem-solving and decision-making skills.
Good understanding of health and safety and compliance requirements.

Integrity, discretion and ability to respect confidentiality.
Positive, self-motivated and committed to achieving results.
Flexibility and adaptability to change.
Resilient and able to work in a fast paced and evolving environment.
Commercially focused with the ability to identify opportunities to increase income.
Minimum of 5 years experience in charity retail.

	Text25: Demonstratable experience working in a warehouse environment.

Experience and application of commercial warehouse operations.

Proven experience in managing a budget.



