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Job Description

	JOB TITLE


	Charity Shop Manager


	Employer 


	Mind in Furness Ltd

	REPORTING TO


	Service Manager 



	Hours Worked Per Week
	21 hours per week (flexibility may be required) 



	Salary 
	FTE-£ 16216.00 per annum (pro rata is £9730) 




	JOB PURPOSE


	Mind in Furness is an independent local mental health charity affiliated to national Mind and providing a range of services from the William Bingley Centre on School Street and 24 hour supported accommodation at Coniston House. We also manage two charity shops in Dalton Rd, Barrow and Market Square, Millom

The post holder will be responsible for overseeing the day to day operation of our Millom Shop.

You will coordinate a team of volunteers to ensure the shop can maximise opening hours to bring in much needed funds for our charitable purposes in Millom.  


	KEY RESPONSIBILITIES

	1. To generate and maintain adequate stock for the shop through donated items and local contacts. 

2. Ensure the pricing of stock is consistent to achieve target income
3. To work within our environmental policies to recycle and resell waste not fit for public sale, to maximise income. 
4. To work in conjunction with the Management Team of Mind in Furness to raise sufficient revenue to cover costs and create a surplus to support other projects.
5. To assist the Volunteer Support Worker to recruit, train and support a team of volunteers to keep the shop open 6 days per week.
6. To prepare a weekly rota of volunteers to ensure full coverage.
7. To be responsible for all financial transactions including sales, refunds, card sales, managing petty cash, cashing up and banking and to ensure they are managed and financial records kept in accordance with the Mind in Furness financial policies and procedures.
8. To provide the Office Manager with timely information on all financial matters.

9. To maintain a clean, tidy and safe environment for both staff and public.
10. To support the work and the ethics of Mind in Furness and promote its services to the wider community.
11. To ensure all health and safety requirements and risk assessments are conducted in line with Mind in Furness policies and procedures.  

12. To liaise with the Mind in Furness Management Team on any issues regarding the daily running of the shop and areas of concern.
13. To attend any training deemed necessary to fulfil the requirements of the post.

14. To ensure the quality of stock sold meets health and safety and trading standards requirements and to effectively manage the quality of stock.
15. To attend regular supervision sessions and to use these sessions to assist in developing skills and to receive feedback.

16. To attend staff meetings as appropriate and liaise with other members of staff to ensure effective communication about arising issues.
17. To effectively and calmly manage in a crisis and follow guidelines for seeking support.
18. With the support of the Wellbeing Team maintain library of advice and information on a range of mental health issues to offer to the general public.
19. To assist the Mind in Furness fundraising team by promoting fundraising activities in shop premises.

20. To be able to work alone with the minimum of supervision and utmost discretion and within the realms of confidentiality agreements.

21. To maintain accurate and meaningful records and information on work activities.

22. Staff will be expected to undertake any other reasonable duties to maintain the smooth running of the charity shop.


Person Specification
	Mind in Furness is committed to employing staff that have the necessary skills and experience to undertake the duties required of each role.  In addition, Mind in Furness is committed to developing and supporting staff, enabling each individual to carry out the responsibilities of their post to the best of their ability. Staff are required to take part in mandatory training.  The organisation would expect the following from individuals applying for this post. You will be asked to evidence these attributes/skills in your application and interview 

	Essential/Desirable

	EXPERIENCE

· Experience of General Office Management
· Experience of retail management 


· Experience of managing basic financial systems 

· Experience of promoting events, services and activities


· Experience of working with people with emotional distress or poor mental health

· Personal experience of emotional distress

· Experience of working in the voluntary sector 

· Experience of working in a customer focused environment 
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	SKILLS AND ABILITIES 

· The ability to organise and plan effectively including managing and prioritising your workload 

· Ability to work unaided and on own initiative

· Interest in working with people experiencing mental health problems and a positive attitude to mental health issues


· Ability to act and respond calmly in emergencies and to respond in a professional manner to stressful and challenging situations

· The ability to produce and maintain promotional material, posters etc. 

· The ability to produce and maintain office systems and procedures responsibilities 
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	KNOWLEDGE

· Understanding that effective participation including volunteering from service users can lead to greater social inclusion, can be empowering and should be encouraged

· Understanding of and commitment to health & safety, equality and diversity and confidentiality and GDPR regulations
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	Abilities

· Ability to motivate people to engage in volunteering activities
· Ability to work on own initiative
· Ability to liaise and communicate with colleagues, volunteers, external agencies and the public
· Ability to carry out a range of office tasks (telephone, email, word processing, using excel) accurately and without supervision
· Ability to work within Mind’s policy and procedures
· Ability to work flexibly to meet the demands of the service, both in terms of hours and role, including occasional weekend working

	All Essential 



	ATTITUDES

· Enthusiastic and creative approach 

· Friendly and welcoming to customers



· Strong understanding of and commitment to empowering volunteers
· Commitment to valuing fair access, diversity & anti discriminatory practice


· Flexible approach to working




· Committed and supportive approach to the strategic aims of the organisation
	E

E

E

E

E




HR-0 JD-Shop manager 2021-06

Page 1 of 4

