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Job Description 

Job Title:



Bookshop Manager 
Department:



Retail
Reporting to:



Regional Manager


Has reporting to job holder: 

Sales Assistants and Volunteers
Overall Purpose of Job:

· Ensure that all staff provide excellent service to customers.

· Promote, network and facilitate mission and outreach operations in the area through and with local churches and organisations 

· To operate the shop efficiently on a day-to-day basis within the policies and objectives of CLC International (UK).

· To implement policy decisions communicated by the Regional Manager.

· To anticipate future needs of the shop and make necessary arrangements to meet these needs in areas of staffing, promotions, layout and any other areas which would affect the trading of the shop.

· To operate the shop in a manner that will facilitate the achievement of targets within the constraints of financial budgets.

Key Tasks:

1. Network and communicate with church leaders and key stakeholders in the area to promote personal spiritual growth and the spread of the gospel message

2. Play an `up front' role in the operation of the shop ensuring highest standards of customer care and take an active role in the selling function.
3. Seek to grow the shop by ensuring that the shop interacts effectively with social media websites, and by the regular contact with customers by email.
4. Ensure that all staff actively seek to grow the shop’s customer database.
5. Be the final reference at shop level for customer complaints. 
6. Seek, plan and participate in special events whether organised locally or centrally.
7. Control the buying and goods received functions of the shop. Meet only with approved supplier representatives. Implement all central promotions.
8. Be responsible for staff rota, ensuring the shop is adequately staffed, applying the CLC Disciplinary and Grievance procedures in consultation with the CLC HR Manager and Regional Manager. Be involved with the recruitment and induction of staff.
9. Training & development - carry out regular training, preferably weekly. Oversee customer care matters, ensuring standards are maintained. Be involved with staff development programmes including staff appraisals.

10. Maintain all financial and operating systems as required by Head Office departments, including all aspects of stocktaking and financial reporting.

11. Keep the Regional Manager informed on all matters affecting the shop and provide monthly written reports in the prescribed timescales and formats. Assist the Head of Finance/Regional Manager in the formulation of annual budgets.
12. Ensure that cash handling procedures be carefully followed and any irregularities are investigated and reported immediately.
13. Be aware of the Manager’s responsibilities under the CLC Health and Safety policy including Fire Safety and ensure all legal requirements in these areas are met.

14. Be responsible for the security, cleanliness and general appearance of premises. Take control in any emergency situations, taking any immediate action necessary, followed by prescribed reporting procedures.

15. Attend regional and national meetings or conferences as required.
16. Act as the local representative of CLC International (UK) in such a way as to project a good image whilst being aware of the constraints of confidentiality.

Other Tasks:

1. Any other reasonable tasks that may be requested by your Director or line manager or as required by the needs of the charity.
2. Promote the aims and objectives of CLC International (UK).
Delegated Authority:

1. Authorise Staff Attendance Hours.
2. Authorise Staff Holidays.

3. Make purchases from approved suppliers within the limits of the purchasing budgets.

4. Make expenditure up to a maximum of £20 per item.

5. Authorise all expenses and suppliers invoices before despatch to accounts department.

Standards by which effectiveness may be judged:

1. Achieve key objectives including shop sales, profit & stock targets and meeting deadlines.
2. Keep Health & Safety records and actions up to date.
Date: December 2013
This job description is subject to alteration as the needs of the charity change. Any alterations will be made in consultation with your line manager.
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