

JOB DESCRIPTION – Assistant Manager Shop – Brockweir Village Shop and Cafe
	Job Title
	Assistant Manager Shop 

	Location
	Brockweir Village Shop and Cafe, Mill Hill, Brockweir, Glos. NP167NW

	Salary
	£25,000 to £26,600 pa pro rata subject to relevant experience and ability”

	Hours
	22.5 hrs per week to include one weekend per month.  Initial fixed term contract for 12 months

	Responsible to
	General Manager




	JOB PURPOSE

The Brockweir Village Shop and Cafe (BVSC) was set up in 2004, as a not for profit enterprise, to provide a local shop and cafe which would also become a focal point for the community, offer an outlet for local food, products and crafts, and commit to a minimum impact on the environment. Celebrating its 20th anniversary in 2024 the business has been highly successful, recognised nationally as a model community enterprise and has grown to a turnover of in excess of £300,000 pa.

The Assistant Manager, working constructively and collaboratively with the general manager, other paid staff, the committee and volunteers, has operational responsibility for assisting the manager in the efficient and effective day-to-day running and development of the business in accordance with the overall ethos of benefit to the community. 






	MAIN RESPONSIBILITIES

People Management
· Take an active role in leading and developing the Shop volunteer team, encouraging effective communication, setting objectives, initiating work plans and promoting good practice
· Supervise and support volunteers to achieve results, ensuring their performance is of a continually good standard. 
· Assist the manager in the delivery of appropriate induction and training programmes for the staff and volunteers in their team
· Communicate effectively with staff and volunteers, and foster a positive team spirit through regular staff and volunteer meetings and social events
· Work collaboratively with the Management Team and Committee to recruit and retain sufficient volunteers to meet the needs of the business 
· Take an active role in promoting the well-being of volunteers and enjoyment of their role
· Work with the manager to oversee and monitor the rota to ensure that the shop and cafe are adequately staffed at all times, stepping in to cover as required.



Finance and Stock Management

· Follow the financial procedures set by the manager and committee and support staff and volunteers to understand and comply with these procedures at all times.
· Engage with existing IT systems to manage and purchase shop stock to meet customer demand with a focus on local produce and changing customer preferences
· Ensure accurate pricing of all products is maintained to deliver agreed profit margins. 
· Control stock density and rotation to ensure optimum levels are maintained and to minimise wastage
· Maintain effective systems and procedures to ensure a quality service is delivered
· Produce and maintain appropriate stock records and reports using IT systems.


Communication and marketing

· Maintain good working relationships with current suppliers; develop links with potential new suppliers to ensure most appropriate sales lines are held.
· Develop local marketing and promotion to maintain strong brand image
· Maintain relationships with customers, including requests for information, feedback and complaints
· Engage with local community, individuals and groups, using newsletters, social media, face to face meetings and community events


Maintenance and Security

· Respond appropriately to damages and breakdowns
· Maintain security of premises, stock and cash and ensure timely response to alarm calls
· Act as a keyholder

Health and Safety Compliance

· Assist in meeting health and safety, food hygiene and licensing 
regulations in the shop 
· Assist in reviewing and monitoring health and safety plan
· Implement regulatory training for staff and volunteers and maintain training records
· Ensure the timely completion of monitoring schedules and checks and provide regular reports to the general manager, escalating issues where compliance is below expected standards.




Duty Manager Role

· In conjunction with other members of the management team, take day to day responsibility for the business to cover absence, assisting in the shop and café as required. 




	CONDITIONS OF SERVICE

· Support the manager in developing the business in line with the strategic direction and targets set by the Management Committee
· Act as a role model for staff and volunteers
· Actively develop the skills and knowledge required for the role and undertake relevant training as required
· Contribute to performance management by actively participating in evaluations, providing constructive feedback and implementing improvement plans
· May be required to undertake other tasks and duties or work alternative hours as required by the General Manager or the Management Committee.








	AGREEMENT

Job Holder's Signature                                                               Date




Chair of the Management Committee Signature                      Date
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