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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the post holder.
	Job Title:  RVC Shop Manager
	Job ref no: EXR-0098-24


	Grade:  5
	Department: External Relations 


	Accountable to: Head of Engagement (Alumni, Community, Public) and Events

	Responsible for: Casual Shop Staff 


	Job summary: 
The RVC offers merchandise through a shop on the Hawkshead Campus and online.  Reporting to the Head of Engagement and Events within the External Relations directorate, the postholder will manage the RVC Shop and trading deliverables including the university’s range of student uniform together with general RVC merchandise.    This will include EPOS development and delivery, online shopping systems and various pop-up shops at other campuses.  The postholder will be responsible for financial controls and reporting, stock control, supplier negotiations and recruitment and the management and training of casual shop staff.  
The postholder will provide excellent customer service combined with commercial expertise generating required, income and financial returns from this business operation.
Supplier management and procurement of products will be a vital part of the role ensuring great service for our customers and reliable supply streams of good quality products.  Much of our stock is branded and therefore the role holder will need to liaise closely with Marketing & Communications team to ensure alignment with agreed branding protocols.  

Other work as directed by line manager.


	Competency: Service Delivery
Key tasks: 
· Provide day to day running of the RVC shop on the Hawkshead Campus and online merchandise trading across the RVC (these activities henceforth referred to as the Shop).
· Reconciling all income and expenditure of the Shop and keeping to budget.
· Producing reports and sales reports for the Shop 
· Sourcing, securing and relationship management with suppliers of merchandise.

· Raising sales invoices, purchase orders, organising refunds, payment forms for casual workers. 
· Dealing with Shop queries, orders, requests and day to day administration of trading.
· Working out of hours and at weekends as required (occasional requirement for specific events)
 

	Competency: Communication
Key tasks:

· Excellent verbal, written and inter-personal skills.
· Answering queries by email, phone and post.
· Positive and proactive face to face customer relationships with internal and external visitors to campus

Promotional communications.


	Competency: Knowledge & Experience

Key Tasks:

· Retail and/or customer service.

· Ability to train, manage and supervise casual staff.
· High levels of competence in using standard desktop software packages such as Microsoft Word, Excel, PowerPoint, Outlook and experience in use of Financial Packages.
· Good administration and organisational skills with the ability to work independently and use initiative.
· Determining tax codes, overseeing all income and expenditure of the Shop.
· Implementing, managing and troubleshooting EPOS and online shopping system.
· Ability to manipulate data in Excel for the sales reports.


	Competency: Planning and Organisation

Key Tasks:

· Prioritising and managing own workload and that of casual staff. 

· Evaluation and selection of products each year for inclusion in the range.
· Ensuring that deadlines of all payments, tax returns and audit are met.
· Planning Shop staff rotas, pop-up shops and other shop offerings
· Plan activities to meet agreed budget and targets.
· Negotiation of prices and order of goods for sale within agreed budgets and with acceptable margins.  

· Maintain stock lists, perform accurate and timely periodic and annual stock takes.


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


