
JOB DESCRIPTION

	Job Title:
	Retail Support Assistant

	Company:
	Self Help Africa NI (SHANI)

	Department:
	Retail

	Location:
	Lisburn and Dunmurry shops

	Reports to:
	Area Support Manager

	Contact:
	Part time 18hr per week, Permanent

	Key Responsibilities:
	Role Specific
 To assist the Area Support Manager in the day to day operations of the Lisburn and Dunmurry shops
 Assist in the implementation of the Retail Strategy

 Help coordinate communications between shops and Head Office

 To work with shop teams to ensure shops are presented to the highest standard as set out in the Best Practice Guide

 Ability to process donations from rough sort through to pricing and merchandising

 Utilize all donated stock to drive and maximise sales
 Help to recruit and train volunteers within Lisburn and Dunmurry in Retail and Customer Service skills
 Support Coordinator led shops during holiday/sickness periods 
 Adherence to SHA policies and procedures
 To respond promptly to correspondence received from other departments

 Keep accurate shop visit documentation and report findings to HoR
 To assist other departments where and when necessary
 Ability to work under pressure and prioritise a changing workload
 Ensure that all shops adhere to health and safety policy
 Ensure there is no discrimination on the grounds of race, creed, age, or sexual orientation.
 Ad-hoc tasks as requested by the Organisation from time to time

	Key Relationships:
	Internal
· Head of Retail
· Area Support Manager
· Shop retail staff and Volunteer Teams
· Head office team
External
· Members of the public

	Knowledge and Experience
	· Experience of working in the community/voluntary sector
· Experience of working in Charity/Corporate retail specifically fashion
· Evidence of strong commitment to excellent customer service 

	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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