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	POSITION TITLE:   
	  Op Shop Assistant Manager

	LOCATION:   
	  As per agreement

	REPORTS TO:   
	  As per agreement

	DIRECT REPORTS   
	As per agreement



PURPOSE: 
To manage the operation of all facilities, related to the opportunity shop in the absence of the Opportunity Shop Manager. 
To work constructively with the Opportunity Shop Manager across all aspects of operations for the SPCA Opportunity Shop. 
Supervise and assist the Opportunity Shop volunteers including ongoing recruitment, training, retention and assistance with performance appraisals as appropriate. 
	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Oversee the day to day operations of the Op Shop in absence of Op Shop Manager
		· Oversee the collection of goods as needed including; rejection of unsellable items, sorting, cleaning, and disposal. 
· Manage pricing and stock control to ensure stock is valued correctly and store maintains a high turn around. 
· Maintain adequate stock levels, ensuring items turnover quickly and goods are of a high quality – clean and not broken, no junk. 
· Merchandise the store correctly to ensure the display of goods encourages sales, rotation of goods, enticing window displays and maintaining a clean, tidy and well stocked store. 
· Ensure customers and supporters receive a high standard of customer service, by: 
· Greeting all customers positively and actively assist in meeting their needs. 
· Engaging and thanking all donors in a timely and appropriate way.
· Responding to all complaints and comments appropriately. Report these to the manager efficiently. 
· Ensure that all policies, plans and procedures are regularly adhered to by staff. 
· Manage cash handling procedure / policy to ensure daily takings balance and funds are always accurately recorded and accounted for. 
· Ensure all reporting of activity is accurately captured and available for the Op Shop Manager. 
· Maintain and provide accurate records of income and inventory. Identify any necessary Op Shop expenditure and obtain Op Shop Manager Consent for any such expenditure. 




		2. Supervise the team of Staff (Volunteers and Retail Assistants) and distribute duties, according to their abilities in the absence of the Op Shop Manager 



		· Assist with Staff rostering to provide appropriate cover during the agreed opening hours; and endeavour to consistently fill the roster with trustworthy, competent and reliable volunteers. 
· Allocate tasks to staff and ensure they are completed correctly.
· Assist with volunteers, and their trial periods, to ensure the weekly roster is well supported.
· Effectively communicate the SPCA Op Shop’s policies and procedures. 
· Support staff as necessary by giving regular feedback. 
· Maintain the training programme to cover all aspects of role and ensure staff understand policies – including; customer service, pricing, cash handling and stock control. 




	3. Assist with developing and document strategy and action plans for the Op Shop 
	· Continually organise and develop in-store promotions to ensure high turnover of stock. 
· Work closely with the Op Shop Manager for SPCA, to ensure all promotional activity is in keeping with brand guidelines. 

	4. Assist with building alliances with external parties 

	· Create relationships with businesses, organisations, individuals who may be able to provide support for Op Shop. 
· Assist to identify and build / develop relationships with others whose valuable expertise can be drawn upon when necessary eg. Jewellers, repairers, dealers. 

	5. Supports process improvement groups and projects across the organisation to improve organisational performance. 

	· Actively participates in these groups and works collaboratively with all members of staff to achieve goals. 
· Carries out project work as requested. 


	6. Actively contributes to Health & Safety 

	· A safe and healthy working environment is maintained at all times.
· Establish and comply with Health and Safety legislation and regulations.
· Take responsibility for your own health and safety and ensure no action or inaction on your own part harms others in the workplace.
· Contributes towards the development and implementation of policies and procedures that ensure compliance with the Health and Safety at Work Act (2015).
· Is aware of and can identify hazards and risks to which the organisation may be exposed and takes appropriate action accordingly. 
· Has knowledge of and is able to apply emergency procedures.

	7. Participates as a professional and constructive member of the Christchurch Team 
	· Attends team meetings as required. 
· Contributes towards the achievement of strategic and operational goals of the SPCA 
· Acts professionally and non-judgmentally. Embodies the SPCA values and strives to achieve the SPCA Mission.

	8. Volunteer Support  
	· Ensures safety, support and wellbeing of volunteers working in your department 
· Ensures duties and tasks being carried out by volunteers are being carried out in a safe and appropriate manner
· Professional in all interactions with SPCA volunteers

	9. Carries out other duties as required from time to time.
	· Provides support and assistance to SPCA events and campaigns as requested.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.  Duties and responsibilities can be amended from time to time by the Employer to meet any changing condition.



INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· All SPCA staff and Management
· Volunteers and students
EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Other Animal Welfare Agencies
· Members of the Public
PERSON SPECIFICATION:
Qualifications and Experience 
· Retail sales and customer service experience.
· Experience in overseeing and coordinating a team of people.
· Valid and current full driver’s licence.
Skills and Knowledge 
· Computer experience, particularly MS Office and POS systems.
· Experience in conducting interviews, and different interviewing techniques.
Personal Attributes
· A commitment to high quality work and professionalism.
· Highly organised with the ability to prioritise, multi task and meet expected deadlines.
· Ability to manage confidential information with responsibility and integrity.
· Ability to manage stress and handle emotional situations while retaining empathy. 
· Excellent written and oral communication skills.
· Enthusiastic, motivated and innovative, and able to build a strong team.
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