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YMCA BURTON UPON TRENT AND DISTRICT




JOB DESCRIPTION


Job Title:		Retail Assistant


[bookmark: _GoBack]Purpose:	To assist with the day-to-day running of the furniture shop, working alongside the Shop Supervisor and volunteers delivering excellent customer service, quality displays and optimising the sales and Gift Aid.

Responsible to:	Shop Supervisor

Duties and Responsibilities

1. To assist with the running of the Shop, optimising turnover through excellent customer service.

2. To maintain the shop layout, merchandising and customer flow to maximise the appearance and image of the shop.

3. To assist with the supervision of the volunteers and van staff to ensure the retail objectives are achieved.

4. To supervise the shop in the absence of the Shop Supervisor.

5. To assist with effective cash handling, cashing up routines and regular banking in line with the Burton upon Trent and Districts YMCA’s policy.

6. To assist with maintaining simple administrative systems relating to sales, Invoices, Health and Safety, and Gift Aid. (Computerised and manual systems)

7. To assist with maximising Gift Aid income to the shop by ensuring all procedures are adhered to and all volunteers and van staff are fully trained.

8. To assist with all aspects of Health and Safety within the shop in accordance with the company's Health and Safety policy.

9. To assist, identify, communicate and respond to the training needs of the staff and volunteers.

10. To develop personal and professional skills through ongoing training provided by the organisation or elsewhere, subject to organisation approval.

11. To assist the shop team, including recruitment of volunteers, allocation of work, induction of the new team members and performance.

12. To assist in implementing policies and procedures in line with retail objectives.

13. To assist with any customer complaints, effectively ensuring the line manager is informed.

14. To provide a high standard of customer service, ensuring a positive lasting impression is achieved at all times.

15. To ensure compliance with the requirements of statutory bodies.

16. To undertake any other duties consistent with the post.

17. To work and communicate well as part of a team.

18. Be able to work independently and from time to time, work alone in line with the organisation's policy.

19. Ability to work across various retail sites as needed to meet the business need, including Burton on Trent, Alvaston and Swadlincote.

20. To hold a full UK driving licence.


Scope and Limits of Authority: 
 
The post holder will assist with the sales and administration, regular coordination of the volunteers and trainees, and optimise the potential shop income.



Job Description agreed on.............................................................

Name - ............................................................

Signed - ..........................................................

Date - .............................................................


Shop Supervisors Name - .............................................................

Signed - .........................................................................................

Date - ............................................................................................




Personal Specification/Key Competencies.


· Knowledge.

Knowledge of shop work and retailing.

Good, clear, up-to-date understanding of customer services.

Understanding of office and administrative systems, including word processing, spreadsheets and database.

Previous knowledge of understanding volenteers roles.


· Experience

Previous experience of retial and shop work.

Previous experience of working with volunteers and possible trainees.

Previous experience of administration skills.


· Skills / Abilities

Good interpersonal skills, customer service skills, and being able to defuse a difficult situation.

Key Administrative Skills

Ability to work and interact with all people regardless of age, gender, disability and culture, etc.

To adhere to the rules of confidentiality.

Able to work in a busy environment in a constructive and able manner.

Must be honest, reliable and punctual with a friendly manner, and be trustworthy.

Willingness to organise, promote, and take part in Fundraising Events.

Supportive of the Christian Aims and Purposes of the YMCA. 
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