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JOB DESCRIPTION

	Job Title:
	Shop Manager

	Company:
	Gorta-Self Help Africa (GSHA)

	Department:
	Retail

	Location:
	North Main Street, Cork

	Reports to:
	National Retail Manager

	Contact:
	Full-time, Permanent

	Key Responsibilities:
	Role Specific
 To maintain the Gorta-Self Help Africa shop to the highest standard
 Present both shop interior and shop window to the highest standard
 Adherence to GSHA shop handbook, policy’s and procedures  

 Drive and maximise sales within the shop
 To ensure continuous supply of stock

 To maximise the recycling business
 To respond promptly to correspondence received from other departments

 To keep shop costs to a minimum

 Store, file, and, if necessary, copy, all correspondence to and from the shop

 Keep accurate financial documentation

 To assist other departments where and when necessary
 Manage Retail Assistant, Community Employment Scheme/TUS personnel
 Recruit, train, motivate volunteer team in Retail and Customer Service skills
 Adhere to health and safety policy
 Ensure there is no discrimination on the grounds of race, creed, age, or sexual orientation.

 Ability to work under pressure and prioritise a changing workload
 Shop managers may be required to travel to other shops in the region, or to attend meetings set up by senior management
 Any other tasks as requested by the Company from time to time

	Key Relationships:
	Internal
· Head of Retail

· GSHA National Retail Manager
· GSHA Retail Managers Network

· Shop retail staff and Volunteer Team
External
· Members of the public

	Knowledge and Experience
	· Experience of working with members of the public
· Experience of the charity sector is desirable.

· Attention to detail

· Evidence of strong commitment to excellent customer service 

	Qualifications/Other Requirements
	Essential
· Must have completed secondary level education.
· Must have store management experience 2-3 years minimum

· Evidence of motivational and leadership skills 

· Ambitious with a proven ability to take initiative and implement change. 

· A proven track record in driving sales 

Desirable 
· Sales training an advantage.

· Clean driving licence and use of a car

· Computer literate


	Role Competencies
	· Excellent interpersonal and communication skills
· Be an active team player
· Excellent organisational and people management skills
· Have a professional manner and be respectful to colleagues & others
· Be reliable, goal oriented and work in a wholehearted manner with a “can do” attitude
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