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JOB DESCRIPTION

	Job Title:
	Shop Coordinator

	Department:
	Retail

	Location:
	Andersonstown Road, Belfast

	Contract Type:
	Permanent Fulltime 35hr

	Reports to:
	Head of Retail

	
	Self Help Africa (SHA) is an international NGO, dedicated to the vision of an economically thriving and resilient rural Africa. SHA focuses on agriculture and agribusiness as the engine of growth in Africa.

Our approach is collaborative and market-based: although we see our primary clients as smallholder farmers in Africa, we work with all participants in the agricultural value chain.

The Group also has social enterprise subsidiaries – TruTrade, which supports market access for small-holder farmers in the agricultural value-chain; Traidlinks, providing market-linkages to agri-business in East Africa; and Partner Africa, an ethical auditing and consultancy firm that operates across more than 40 countries in sub-Saharan Africa and the Middle East.  Self Help Africa is also the lead agency in the delivery of a schools national Development Education programme on behalf of the Irish government, WorldWise Global Schools.

The Group has an ambitious five-year strategy with plans to double its scale by 2021 and the CIO will have a key part to play in that, with responsibility for: digital, data and information strategy; ICT governance, control and policy development; advising the SMT; and ensuring effective take-up by staff and partners of existing and future system investments.



	Job Purpose:
	To maximise the full trading potential of our Andersonstown Road shop

	Key Responsibilities:
	Role Specific

 To maintain the Self Help Africa shop to the highest standard

 Present both shop interior and shop window to the highest standard

 Adherence to SHANI 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

 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

· SHANI Area Support Manager

· SHA Retail Managers Network

· Volunteer Team
External

· Members of the public


	Qualifications/Knowledge and Experience
	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 

· Experience of working with members of the public

· Attention to detail

· Evidence of strong commitment to excellent customer service
· Commitment to the vision, mission and values of Self Help Africa

Desirable
· Experience in the not for profit sector
· Sales training an advantage.

· Clean driving licence and use of a car

· Computer literate



Any candidate offered a job with Self Help Africa will be expected to sign Self Help Africa’s Safeguarding Policies and Code of Conduct as an appendix to their contract of employment and agree to conduct themselves in accordance with the provisions of these documents.

Specific roles may require police/DBS/garda vetting.

Self Help Africa strives to be an Equal Opportunities Employer
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