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JOB DESCRIPTION



ROLE:



AREA MANAGER SHOPS



DEPARTMENT:



Shops



REPORTING TO:



Head of Shops



SUPERVISING:



Shop Managers



The context of this job The Octavia Foundation is a registered charity that provides support to Octavia’s residents and local communities. Through our numerous shops around London we sell high quality donated and new goods, raising funds to support our work with vulnerable and disadvantaged people. The purpose of this post As an Area manager for Octavia Foundation Charity shops you will help and support the Head of Shops by leading and motivating a team of shop managers and assistant managers. Ensure that sales and targets are achieved and surpassed. Motivate your team to deliver fantastic customer service, meet performance targets and work continually to improve the work of the foundation. What is the focus?: •



Inspirational Leadership



•



Drive your teams performance



•



Excellent Financial Management



•



Maintain and increase standards of Customer service



•



Developing others



•



Meeting and exceeding targets set, both financial and performance led
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Key tasks



1. Manage team of shop mangers. 2. Maximising sales and profitability throughout shops in your area. 3. Provide a stimulating, supportive and safe working environment. 4. Implement training and development of staff. 5. Ensure all cash handling and banking procedures comply with policy. 6. Ensure all goods sold are complaint with trading standards 7. Encourage shops to actively promote the work of the Octavia Foundation by displaying literature and by being up to date with relevant information. 8. Encourage all structured opportunities such as gift aid, fashions shows and other shop based promotions. 9. Plan work for your area of operations and set performance targets. 10. Ensure that shop windows and internal displays are regularly changed with both donated and bought in stock. 11. Ensure that bought in goods are priced coded and displayed in an appropriate fashion, and all back room stock is stored in an organised and safe manner. 12. Take an active part in all stock takes to ensure they are carried out in line with instructions. 13. Identify business objectives for improvement in operations and evaluate implications of new opportunities within your area. 14. Keep accurate records relating to line management and 1-1’s together with all other appropriate staff information. 15. Ensure excellent customer service throughout. 16. Disseminate information and business objectives to the team, and feed upwards any information from staff to Head Office. 17. Excellent communication with both internal and external customers. 18. Ensure your managers manage their staff and volunteers in line with expectations and procedures set down by Octavia Foundation.



F:\Personnel\JDArHgMg.doc



19. Oversee and control the individual shops and costs within your area, such as the petty cash spend. 20. Ensure that all health and safety requirements are met



Generic How will the post holder know if they are performing? A number of performance targets will be planned and agreed each year with your line manager and these will be monitored at regular meetings. Regular feedback will be provided and opportunity provided to discuss any problems, personal and team matters and personal development issues. Generic requirements The post holder will be expected to comply with the Association’s and the department’s policies and procedures at all times. These include, but are not limited to equal opportunities, confidentiality, data protection and health and safety. In order to do their job the post holder will be trained and coached in the procedures and policies of the Association. They will be expected to familiarise themselves with the association’s procedures and policies and to seek advice and guidance from the line manager if required. The key tasks listed above are only an indication of the main tasks required to be performed. It is not an exhaustive list of duties and responsibilities and may be subject to amendment to take account of changing circumstances. Any changes will be made following discussion with the post holder. The post holder will remain co-operative and flexible in line with the needs of the post and the Association.
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OCTAVIA FOUNDATION PERSON SPECIFICATION



POST:



AREA



MANAGER



The Person Specification states the minimum knowledge, skills and experience required to carry out the job and is used for both short listing candidates for interview and to identify the areas to explore in an interview. E = Essential criteria;



D = Desirable criteria Essential Criteria



1



Experience:    



2



At least two years management experience in the retail sector Experience of leading and motivating teams in a pressurised environment. Experience of setting and meeting targets. Experience and understanding of working within finance budgets.



E E E E



Skills:          



Excellent customer service skills Excellent team working skills Excellent communications skills Ability to stay calm and work well under pressure. A passion for retail and creative flair Excellent numerical skills. Ability to use own initiative. Ability to resolve problems. Good computer skills in both window and word. Good knowledge of Gift Aid.



E E E E E E E E E D
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4



Other:    



Ability to manage budgets A flexible attitude as you will be expected to work some weekends and occasionally out of hours work may be required. Understanding and commitment to Diversity Understanding of Health and Safety policy.



E E E E
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