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ST JOSEPH’S HOSPICE ASSOCIATION
Job Description
Job Title:   Retail Manager

Reports to: 
Director of Income and Generation
Base: 
St Joseph’s Hospice, Thornton, Liverpool
Date: 

June 2016

	Objectives
	Typical Tasks

	Strategic planning, direction and delivery
	1. To be responsible for all aspects of shop development and the marketing of the St Joseph’s Hospice retail brand

2. Provide strategic and operational leadership to the retail team

3. Inspire, develop and deliver excellent customer service throughout retail
4. To determine, in conjunction with the Director of Income and Generation the retail budget, for approval by the Trustees and to be responsible for meeting that budget and targets

5. Prepare agreed financial data for review with the Chief Executive and the Trustees’ Retail Committee

6. Develop knowledge of competitor activity and local market conditions with the purpose of making appropriate and innovative recommendations

7. To protect the Hospice’s reputation at all times through an awareness and understanding of the Hospice brand

8. Liaise with and recommend to the Director of Income Generation regarding premises maintenance, rent reviews and leases



	Management & support
	1. To manage, coach and develop  all Retail Shop Managers, including agreeing individual shop targets with managers and regularly monitoring and reviewing performance with them.
2. To set financial and non financial objectives and carry out regular reviews of performance through 121’s, store team meetings and the annual PDR process.

3. To ensure all managers are motivated, fully developed and work enthusiastically to improve performance at all levels.

4. To ensure that all managers, staff and volunteers are fully aware of, and operate, good HR practices

5. Liaise with the Volunteer Co-ordinator to ensure recruitment of volunteers



	Operations
	1. To manage the day to day trading operations of the retail estate acting as the line manager for all store managers, staff and volunteers.

2. To work with the PR/Marketing lead to ensure all trading operations incorporate organisational branding

3. Responsible for reviewing and setting pricing and margins

4. Manage and develop operational processes to maximise income.

5. Responsible for developing and implementing a buying and merchandising plan for all shops including the sourcing of products.

6. Responsible for the regular review of recycling, rag and refuse operations, costs and income and making changes where necessary.

7. Responsible for the management and development of eBay and other online selling platforms

8. Responsible for liaising with the fundraising team to develop the Christmas card range and branded items to expand to the customer base through a variety of outlets. This includes marketing, procurement and order fulfilments from supporters
9. To work with the fundraising team to develop the shops as a community hub promoting fundraising activities and driving supporter engagement

10. To promote St Joseph’s lottery and drive sign up.

11. To promote Gift Aid to all donors and ensure all staff and volunteers are trained in Gift Aid processing and sign up.

12. To scope new premises and ‘pop up shops’ co-ordinating and managing new stores from acquisition to launch.

	Business Development
	1. Responsible for researching and recommending to the Director of Income Generation potential retail and trading opportunities and outlets.
2. Responsible for working with the finance team and Director of Income Generation in order to negotiate with agents, surveyors and solicitors to secure new retail sites

3. Responsible for setting up from scratch new trading outlets including liaising with retail outfitters, facilities and maintenance teams.

4. Maintain an up to date knowledge of the retail and charity retail market and activities to identify gaps and opportunities.

5. Maintain an awareness of national developments, latest techniques and best practice in relation to the charity retail sector.

6. Develop new networks with retailers form other organisations including hospices and other charities as well as bodies such as the Charity Retail Association and Hospice UK.

	Compliance
	1. Ensure that all retail outlets meet Health and Safety and Waste Management requirements

2. Ensure that all retail outlets conform to the Hospice’s financial procedures




	Continuous self-development:

Continuous self-development to ensure knowledge, skills and competence are relevant to the service
	1. Take responsibility for own professional development, identifying training and development needs to line manager.

2. Keep up to date with skills and knowledge through reading journals, research articles and using the hospices library facilities.

3. Complete annual mandatory training.



	Hospice Philosophy:

Actively support the vision, philosophies and values of the Hospice.


	1. Promote the core values of St Joseph’s Hospice.

2. Act in a non-discriminatory manner.

3. Maintain confidentiality at all times.

4. Act as a positive role model to the team and wider community.
5. Undertake any other duties that are in keeping with the values of the Hospice that you have the skill and ability to carry out.
6. Adhere to and comply with organisational policies, procedures and guidelines at all times.

7. Implement Risk Management strategies (including reporting, registering risk and learning) - taking all reasonable steps to manage and promote a safe and healthy working environment which is free from discrimination.

8. Comply with the organisational policy on confidentiality, and the Data Protection Act 1998 as amended relating to information held manually or on computerised systems.

9. Respect the confidentiality and privacy of guests, volunteers and staff at all times.

10. Implement Health and Safety regulations – through risk assessment. Maintaining a constant awareness of health, welfare and safety issues affecting colleagues, service users, volunteers, visitors and themselves, reporting any accidents or faults in line with organisational policy, and fully participating in health and safety training.

11. Participate in personal training, development, appraisal, and attend all relevant training courses as required.




This job description does not attempt to describe all the tasks and responsibilities of the post, but rather illustrates with examples, the main role of the post-holder. It is therefore subject to alteration and development as and when required.
PERSON SPECIFICATION: 
HEAD OF RETAIL

	
	Essential 


	Desirable

	Qualifications          

	Educated to “A-level” or equivalent
	

	Experience



	Experience of having managerial responsibility for a number of retail outlets

Experience of being involved in improving revenue income and cost reduction

Experience of strategic and business planning

Experience of H+S retail issues

Experience of working with volunteers
	Experience of working as Head of Retail leading a local charity or equivalent experience

	Skills


	Ability to motivate, develop and lead a team

Excellent communication and Presentation skills

I.T. Literacy with a good knowledge of Word and Excel

Time Management

Ability to work collaboratively internally and externally
	

	Personal Attributes/Abilities


	Confident, honest open and reliable

Good team player

Committed to the aims and objectives of St Joseph’s Hospice     

Good attention to detail

Maintain confidences with a professional working attitude

Self-motivated

Sound clear decision making

Persuasive
	

	Other requirements
	Willingness to travel 

Flexible approach to working hours 
	Car owner




Job Purpose





To lead, develop and deliver the Retail operation of St Joseph’s Hospice.  


To ensure compliance in all areas of operational activity and drive sales and profitability through performance and development of Retail Shops Managers, whilst managing within agreed budgets. 


Responsible for managing all Retail trading operations including Christmas cards and merchandise. 


To identify and implement improvements to streamline costs, increase income and grow profits. 


Scope and develop business plans for new trading opportunities including new store acquisitions and online trading.
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