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RESPONSIBILITIES
· Organise the weekly rota of Volunteers and to ensure shop is manned during opening hours (Mon-Sat 10-4pm)

· Recruit, interview and train new Volunteers

· Manage the shop with appropriate direction, on-going training and motivation ensuring the shop is a welcoming and friendly place
· Responsible for first sorting of donated merchandise and price for shop floor

· Organise processing of donations from first donation to end sale, maintaining quality standards, pricing policy and stock rotation

· Provide an attractive well-stocked shop and window display through sound merchandising and stock management

· Ensure high standard of customer care and service at all times

· Financial responsibility for paying in and float (or appoint appropriate volunteer) along with financial reporting of income and expenditure
· Be responsible for your own health and safety and that of others with whom you volunteer, by use of reports including accidents. 
· Appoint deputy managers/delegate where necessary
SKILLS REQUIRED
· Time management 

· Numeracy

· Smart Appearance

· People’s Skills and Team Building

· Able to handle money confidently 

· Occasional lone working 

· Job share considered

REWARDS
· Perks such as free theatre/cinema tickets 

· The chance to meet new people

· Training and support you need 
· Satisfaction that you are making a real difference to our fundraising and supporting an exceptional arts charity

Anticipated hours: to be negotiated but, in the first instance, approx five ½ days per week
Volunteer Charity Shop Manager 








