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	DESIGNATION: RETAIL SUPERVISOR



	DEPARTMENT : 

FACULTY OF SOCIETY, CARE & DEVELOPMENT
	CONDITIONS OF SERVICE : RACC ADMIN


	HOURS :36 hpw 

Term-time only (37 weeks)
	GRADE :Scale 3/4 
	EFFECTIVE DATE : 1st October 2010



	REPORTS TO: Learning Director (Society, Care & Development)



	SUPERVISES (indicate if posts are dispersed) – Volunteers and Students/trainees on Work Experience



Job Purpose:

1. To manage the College’s retail shops at Clifden and Parkshot as realistic work environments for students
2. To develop a morning break beverage service at the Parkshot site
3. To develop innovative strategies to increase income generation from the sale of student work and supplies
4. To supervise and assess trainees and students on work placement.
5. To work closely with the Academic Faculties to increase usage and act as a training centre for trainees/students.
Key Responsibilities
1. To supervise The College Shops and the Parkshot Beverage Service in a businesslike manner and accept responsibility for all aspects of  service operations
2. To deal efficiently and effectively with sales in the shops and the beverage service
3. To maintain the shops in a condition reflective of the College image and ethos
4. To recruit, manage and motivate a team of students with a range of abilities and volunteer trainees to increase sales and ensure efficiency; 
5. To manage stock levels and making key decisions about stock control; 
6. To be responsible for administration of the store including appropriate procedures for banking, cash receipting and daily balancing/accountability and maintain a viable profit making operation
7. To use information technology to record sales figures, for data analysis and forward planning;
8. To work with Finance to analyse sales figures and forecasting future sales volumes to maximise profits and facilitate planning; 
9. To recruit, train, assess and supervise the volunteer staff and student  participants where appropriate, and to ensure that the store is adequately staffed each day 
10. To ensure standards for quality, customer service, equality and diversity and health and safety are met;
11. To respond to customer complaints and comments; 
12. To work with Marketing to promote the shops locally by liaising with local schools, newspapers and the community in general;
13. To organise special promotions, displays and events; 
14. To initiate changes to improve the business
13.
To undertake other duties pertinent to the level and grading of the post relating to the efficient and effective management of the College as may be reasonably required by your line manager.

The above are the key accountabilities as currently defined; they are not listed in priority order and should not be taken to be so.  These accountabilities may be subject to periodic review, and the postholder will be expected to take on such variations as are consistent with the level of responsibility and purpose of the post.
I agree that the job description is an accurate reflection of my duties
AGREED - POSTHOLDER


AGREED – LINE MANAGER

........................................


.............................................

DATE





DATE

…………………………                              ………………………………….

PERSON SPECIFICATION
Job Title:  RETAIL SUPERVISOR 


            
Section:   FACULTY OF SOCIETY, CARE & DEVELOP            Grade: 3/4
Hours:
   36 HOURS PER WEEK x 37 weeks                              Job Time: FULL TIME (Term Time Only)
C R I T E R I A

SKILLS/ABILITIES/KNOWLEDGE

1. A demonstrated ability to work with and direct a team of diverse personalities and backgrounds particularly with those who have a disability
2. Effective verbal communication and interpersonal skills. 

3. Knowledge of financial matters and working to budget.

4. Able to work under pressure and set timeframes. 

5. Computer skills - proficiency working in Windows NT utilising Microsoft Office PC applications.

6. Ability to set priorities, meet deadlines and working without close supervision. 
7. To have a good understanding of the income generating possibilities within the retail service field 
8. Personal and professional commitment to Health and safety, Equality and Diversity and Customer Care 
      QUALIFICATIONS/EXPERIENCE

9. A demonstrated experience in retail management and staff supervision. 

10. Qualified to Level 3 ( A levels or vocational equivalent) preferably in customer service or retail
11. Hold a relevant Assessor qualification or willing to gain on job 
12. Evidence of Continuous Professional Development








































Job Description: Retail Supervisor
3
[image: image1.png] Richmond Adult Community College – Retail Supervisor –August 2010

_1303815339.bin

