
Resources (Retail) Assistant Manager 2014 

 

 
 

 
 

JOB DESCRIPTION 
 
 

Job Title:  Resources (Retail) Assistant Manager 
Responsible To: Retail Manager  
Salary:  £18,000  
Working Hours: 37.5 hours per week (5 days a week to include regular 

Saturdays)  
Contact:  Permanent 
 

Key Responsibilities; 

 Assisting the Retail Manager in maintaining a safe and efficient operation on the 
shop floor, front desk, switchboard and stock room. 

 Giving supervision and pastoral care to clients/volunteers in the above work areas. 

 Working with the Freedom & Dignity Projects to support clients in the setting and 
realisation of personal progression goals.  

 Assisting the Retail Manager in ensuring the continuation and development of best 
customer care practice. 

 Deputising for Retail Manager and ensuring appropriate cover of the above work 
areas. 

 Ensuring adherence and compliance to all appropriate health & safety, and 
security policies and procedures. 

 Assisting the Retail Manager in developing and maintaining high standards for all 
cash handling and for all record keeping. 

 
Main Activities; 

 Processing donations, pricing goods and ensuring the shop is stocked well with 
clear, safe and attractive displays. 

 Recording all cash, customer and client transactions on the appropriate IT systems 
in a timely and accurate manner. 

 Greeting and assisting customers and clients; ensuring they experience the 
maximum care, support and respect when accessing Mustard Tree services. 

 The induction and on-going monitoring and mentoring of volunteers to ensure they 
are reaching their agreed progression goals. 

 Assisting the Retail Manager to ensure appropriate cover is maintained across all 
working areas at all times. 

 The daily supervision, training and care of volunteers working on the shop floor, 
front desk, switchboard and basement. 

 The daily maintenance of consistent health & safety working practice including 
ensuring the working environment remains clear, clean and organised in order to 
manage all potential hazards to all personnel.  

 The daily maintenance of consistent security policies, procedures and working 
practice. 

 Liaison with the warehouse team to ensure efficient and supportive practices that 
maximise customer care. 

 Other duties appropriate to the job as determined by the Retail Manager. 
 
 


