
	JOB DESCRIPTION


-----------------------------------------------------------------------------------------------------------------------
IDENTIFICATION OF JOB

-----------------------------------------------------------------------------------------------------------------------
JOB TITLE


-
RETAIL MANAGER (6 months min. maternity cover)
TEAM



-
WELSH WILDLIFE CENTRE
WORKING BASE

-
CILGERRAN
RESPONSIBLE TO

-
DEVELOPMENT MANAGER
RESPONSIBLE FOR

-
WWC VOLUNTEERS





LOCKLEY LODGE MANAGER
LINE MANAGER

-
VISITOR CENTRE MANAGER




-----------------------------------------------------------------------------------------------------------------------
OVERALL PURPOSE OF JOB

-----------------------------------------------------------------------------------------------------------------------
· Manage the daily operations of the gift shop and information desk at the Welsh Wildlife Centre
· Manage all of the major buying for both outlets ensuring that products are profitable, relevant and purchased using our environmental buying policy
· Manage our webshop and other internet buying facilities to increase sales
-----------------------------------------------------------------------------------------------------------------------
MAIN RESPONSIBILITIES

-----------------------------------------------------------------------------------------------------------------------
Daily Operations
· To be directly responsible for the retail float and sales records, and report details to the line manager on a weekly basis
· To recruit suitable volunteers to work in the gift shop at the Welsh Wildlife Centre, by advertising and running registration days and informally interviewing candidates
· Ensure a lively, full and interesting display of items on the shelves at all times, by rotating stock regularly and keeping shelves clean
· Working in partnership with the Visitor Centre Manager to provide information to visitors about the nature reserve and visitor centre, by keeping a full and tidy display of leaflets, training volunteers to give good customer service and ensure that volunteers are kept well informed about events and other activities
· To be duty manager of the Welsh Wildlife Centre at times when the Visitor Centre Manager is off duty
Buying
· Purchase and process all goods for the Welsh Wildlife Centre, and major accounts for Lockley Lodge by attending trade shows and research, creating orders, pricing and checking stock on arrival
· Maintain records of stock levels by completing regular stock takes
Webshop
· Populate our webshop with sales items and co-ordinate the postage and packaging logistics, by uploading sales data and identifying best methods of delivery
	JOB SPECIFICATION


Management and Supervision

Working in close liaison with the Visitor Centre Manager, the post is responsible for directly supervising the WWC volunteers; allocating daily tasks. There will be a close working relationship with the Lockley Lodge Manager, whereby major accounts purchases will be managed by the Retail Manager for this outlet.
Accountability and Resources
Management of own working time prioritising own tasks. Ultimate responsibility and control of shop goods and materials within a set budget, ensuring that sales are making a good profit. Reporting to the Development Manager on a monthly basis against budgets.
Job Impact

The work undertaken has a significant impact. An increase in sales and profile of the Wildlife Trust will have a direct impact on income and memberships. The visitors’ sales experience will have a significant impact on return visits and support for the organisation. However, a mistake with purchases, pricing or organisational procedures may have a significant impact for an individual and incur a loss of reputation and possible financial losses. 

Independence and Judgement

A high level of independence is required with decision making on working practices and procedures. Liaison with the Visitor Centre Manager or Development Manager will be required on complex issues.
People and Contacts

There will be daily contact with the general public via face to face or telephone, who require information on a wide range of topics. It is important for the post holder to promote a positive image of the Wildlife Trust with considerable opportunities to influence the public’s view. The post holder will also gather personal and financial information from individuals for payment processing. The post-holder will be required to have contact with all members of the wildlife centre management team on a daily basis to pass on information. Contact with suppliers and contractors will be for services and deliveries to the shop.

Creativity and Innovation

There are many routine and regular tasks within the role; however there are several opportunities to be enterprising and imaginative and to create a memorable and rewarding visitor experience. An element of creativity is required to source a good range of seasonal gifts and to create interesting displays.
The post is often exposed to unexpected situations, where quick thinking and good judgement is required.

Working Conditions

The nature reserve is open all year, with the visitor centre opening seven days a week from Easter to December.
The post covers 35 hours per week. The normal pattern of hours is 9.30 to 5.30. The work rota will include weekends and bank holidays, with occasional evening work required on an ad hoc basis. Some duties will occasionally require the post holder to work away from the work base. The use of a pool car is available on these occasions.
	PERSON SPECIFICATION


JOB TITLE


-
RETAIL MANAGER
TEAM



-
WELSH WILDLIFE CENTRE
Experience
At least three years relevant experience of working in a gift related retail environment.
Proven track record in delivering growth in the retail sector.
Competence, knowledge and skills

Methodical and organised approach to working practices and systems
A basic understanding of business practices, specifically pricing structures and profits
Good staff management and supervisory skills
Commitment to quality standards and excellent customer service
Excellent time management 

Excellent communication skills
The ability to speak Welsh is desirable
A current driving licence is essential
Personal Qualities

A flexible approach to work
Keep calm under pressure

Ability to delegate when appropriate

Able to work on own initiative


Please sign and date this document to confirm its accuracy at the present time.

Post-holder name: ..............………………................................................
Post-holder signature: ..............………................................................ Date: .………..…...........
Line manager name : ..............………………................................................

Line manager signature : ..............………............................................ Date: .………..…..........
Diane Berry, Business Development Manager 
June 2013

