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Job Description & 
Person Specification
	Job Title:
	Deputy Shop Manager 

	Reports To:
	Store Manager (in their absence, Head of Retail)

	Organisation:
	Emmaus South Wales

	Location:
	Tremains Superstore, Bridgend, CF31 1TZ

	Date:
	 September 2021


Summary of role:
· In collaboration with the shop manager, oversees the efficient operation of the shop as well as offering support to a team of companions and volunteers. All activities and efforts are performed in compliance with the Emmaus ethos, mission, strategic aims, organisational objectives, policies, and procedures. Emmaus works with homeless, vulnerably housed, socially excluded, and unemployed people.
Job Dimensions:
· Retail operating days: Monday to Sunday (3 days on duty)
· Number of volunteers: 10 - 20
Key responsibilities:
Sales:

· Achieve targets by maximising sales and minimising costs.
· Action daily floor walks as per guidelines to ensure standards are achieved and maintained.
· Ensure the highest standards of service are delivered to customers daily.
· Achieve gift aid budgets and required conversions.
· Maintain a high standard of visual merchandising throughout the store.
· Maintain high standards of housekeeping, organisation, and cleanliness throughout the store.
· Manage a team of companions and ensuring all in store training is completed within timeframes and signed off. 

Stock:

· Proactively source stock from members of the public and actively promote our house clearance services throughout the local community and surrounding areas.
· To ensure donations are sorted, cleaned, and priced accordingly before being made available to purchase.
· Promote and achieve the required gift aid conversion rates and manage the process in store to HMRC requirements.
· Manage, in conjunction with the logistics team the van delivery and collection service to provide enough stock to support your store.
· Ensure stock is rotated regularly and communicate with other stores within Emmaus South Wales for sourcing and redistributing stock.

· Ensure there is an adequate amount of stock on the shop floor and the shop floor is full & fresh.
· Select and price stock accordingly, this will depend on the location of your store and the quality of the stock. Refer to Emmaus South Wales price guides for guidance.
· Comply with all instructions regarding the sale and stock control of new goods.
Administration, Finance & Security:

· Ensure all relevant administration is competed on time and as per the standard operating procedure.
· Bank cash regularly to reduce the risk of higher loss in the event of theft.
· Be responsible for shop keys and ensure the premises is secure when left unattended, you will also be required to attend alarm callouts should the alarm be triggered during out of hours.
· Notify local police, store manager, head of retail and head office in the event of a break in, theft or security incident.
· Notify the shop manager and head of retail in the event or suspected theft or dishonesty by any member of staff.
· To execute, control and ensure that expenditures are within the approved line items and budget as identified by your line Manager.
Volunteers & Companions

· To ensure that volunteers are recruited, inducted, trained, supported, and supervised to provide a significant and contributing resource to business activities.

· Organise a rota to ensure the shop runs effectively and the shop floor and stock room tasks are allocated.
· Keep all volunteers and companions up to date with any Emmaus South Wales communications, promotions, and information.

· Ensure all volunteers and companions are complying with Emmaus South Wales Standard operating procedures.
· Ensure all equality and diversity policies are adhered to and any training is passed onto volunteers and companions.
Health & Safety:

· Maintaining a clean, safe environment that protects staff, volunteers, companions, and the public.
· Comply with all H&S regulations.
Special Requirements:
· The ability to lift and move heavy objects. Requests for reasonable adjustments will be considered in line with the Equality Act 2010.
· To cover other Emmaus South Wales shops and attend meetings at other locations when required.
· A requirement to support solidarity
 activities undertaken by the Community.

· To lead by example by demonstrating appropriate behaviour, values, and culture and create a positive working environment.
· The ability to mange difficult situations and people.

· A requirement to learn and engage with the Emmaus ethos as presented in the Universal Manifesto
 and embodied in the history and experience of all involved in Emmaus.

· Emmaus South Wales is working towards becoming more sustainable in the future, we ask all employees to act sustainably in store by adopting strict controls around waste, using resources more efficiently and reducing the number of unnecessary resources we use daily. 
	Essential
	Desirable

	· Excellent customer service
· Strong leadership and the ability to motivate a team to successfully achieve targets.
· Excellent communication skills, the ability to build rapport with people of different ages, backgrounds, enthusiasm, and energy levels.
· Strong organisation skills.
· The ability to work under pressure and the confidence to potentially work alone on occasions.
· Experience of working to and achieving goals.
· Experience of cash handling and banking.
· Experiencing in using Microsoft office, and ability to use bespoke EPOS software with training.
· A belief in the potential of each individual and an understanding of the importance of community in helping an individual to achieve their potential.

.


	· A good understanding of seasonal product mix and ranges.
· Understanding of gift aid legislation and process.
· Understanding of safeguarding systems and measures to protect the health and well-being of individuals.
· A knowledge and understanding Emmaus’ cause and objectives.
· An eye for detail and visual merchandising, the ability to showcase items creatively.
· Commitment to environmental sustainability and social development.
· Ability to engage others support.




� Solidarity within the context of Emmaus is the working with groups and individuals towards the alleviation of poverty, social exclusion and suffering and responding to local, national and international appeals for relief and support.


� The English version of the Universal Manifesto is available at � HYPERLINK "http://emmaus-international.org/" �http://emmaus-international.org/� under ‘Our Publications’
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