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	Job Title
	Assistant Retail Manager

	Service
	Retail 

	Location
	Symonds Street/HomeGround with travel between retail locations as and when required

	Reports to
	Retail Team Leader

	Direct reports

Indirect reports
	Retail Assistants
Volunteers


	Key Relationships
	Internal
· Finance
· Communications
· Shop Managers & Assistants
· Drivers
· Volunteer Services
External 
· Donor organisations including retailers and wholesale partners (to be established)
· Individual Donors



	Job Purpose

	The purpose is to support the Retail Team Leader,  to ensure sustainable profitability of the Good Stuff store and the Ecommerce site,  through excellent customer service, building brand recognition, product mix and the delivery of an overall exceptional retail experience. 

Key responsibilities include: Supporting the Retail Team Leader 

· Assist in achieving sales targets an KPI’s.
· Assist to supervise, train, motivate and delegate tasks to part time staff and volunteers daily.
· Manage store open/close procedures as a key holder.
· Handle cash and till operations and submitting daily takings and banking for accounts daily.
· Preparation and processing of selected stock. 
· Feedback of stock inventory levels to Retail manager.
· Responsible for all displays of window and store floor and cabinets. 
· E-commerce + Social media tasks. 
· Photographing our weekly select of clothes and accessories, then uploading to the website.  
· Oversee our Instagram handle and maintain engaging content daily/weekly. 
· Enforce company policies, maintain store cleanliness.






	

	The Services

	The retail stores and e-commerce retail channels are part of the Retail Strategy, strategically positioned to provide a brand visibility and income streams for the Mission. Supplied by individual and organisational donations we offer a selection of pre-loved goods, from men’s and women’s clothing and accessories, bric-a-brac, books, music and more to de rive income to support the work of Te Tapui Atawhai – Auckland City Mission




	Key Responsibilities 

	

Relationship Management to assist the Retail Manger in the following.

· [bookmark: _Hlk132806688]Liaise with the Volunteer Services Manager ensuring a regular supply of quality volunteers.
· Assist to establish a Volunteer Network for the inspection and evaluation of unique or potentially high value products (ref Researching & Pricing products)
· Liaise with the Donations team and explore opportunities for product donations.
· Assist with complaints from customers to maintain the store’s reputation.
· Inspect the areas in the store and resolve any issues that might arise.






	Essential Skills  

	
· Excellent record-keeping
· Pays close attention to detail.
Team Oriented – Ability to work well with others.
· Communicates clearly and effectively.
· Exhibits excellent customer service skills.
· Manages time effectively.
· Works well with a team.
· Possesses broad knowledge of retail product, price, and positioning strategies.
· Exhibits strong problem-solving skills.
· Possesses physical strength necessary to lift and move inventory.





	Experience and Qualifications

	
· Excellent interpersonal skills appropriate to deal with a range of staff, volunteers, customers and suppliers
· Ability to coordinate, report on and action stock management procedures and practices
· Passion for the Ops Shop and providing an exceptional customer experience
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