
 

 

Weldmar Hospicecare 

Job Description and Person Specification 
 
 

Job Title:        Shop Manager   

Location:            Sherborne 
    
Hours of work:     35 hours per week 
 
Grade:         Retail Band 3   
 
Reports to:            Retail Area Manager 

 

Responsible for:    Deputy Manager   

  
Job Context 
 
Weldmar Hospicecare is an independent charity that provides specialist end of life care to patients 
and those that are important to them throughout Dorset. This care is given in the comfort of patients 
own homes by Weldmar Community Nurses and our Weldmar at Home Team, via Day Services 
held across the county or as patients at our Inpatient Unit in Dorchester. Our team of dedicated 
staff and volunteers ensure that we can continue to support patients through one of life’s most 
difficult journeys. We work closely with other health care providers including the NHS to ensure 
that our patients receive the highest possible care.  
 
We do receive some funding from the NHS but the majority of our income is generated by our 
fundraising and retail teams, which plays a vital part in securing income to fund our care, both now 
and in the future.  
 
Weldmar Hospicecare has a well-established retail operation of 19 Charity Shops, 5 Outlets 
selling furniture on a large scale, and 2 Trading Shops.   

 
 
 
 
 
 

 



 

 

Job Purpose 
 

 To manage a Charity Shop in order to generate maximum possible income from the sale 
of donated goods   

 To maintain good relations with the general public and promote the Hospice within the 
community 

 To line manage a Deputy Manager, Bank Staff, and recruit and develop a team of 
volunteers 

 
Scope and Limits of Authority 

 
The Manager is responsible for all aspects of the day to day operational management and 
efficiency of their own shop, including ensuring adequate staff and volunteer coverage and 
ensuring that the shop is well resourced, commercially presented and financially successful.  As 
a member of the Shops’ Management Team they will contribute ideas and suggestions to the 
retail strategy. 
  
In addition they are responsible for the following resources: 
 
 Stock control, including sorting, pricing, promoting and sourcing additional donated goods 
 Financial management, including cost control, financial records 

 
Job tasks 
 
To assist the Area Manager’s in the recruitment of a Deputy Manager and to be responsible for 
the training and development of this role 
 
Recruit a team of volunteers, making sure there are adequate numbers to allow the efficient 
operation of the shop 
 
To implement the Charity’s commitment with the shops Volunteer training programme  
 
Continually monitor sales performance, checking current figures against targets and previous 
year’s results. To react to the information gained and make the necessary commercial changes 
 
To implement the Charity’s commitment to claim Gift Aid on donated items 

 Ask and recruit for New Donors 
 Acknowledge repeat donors 
 Complete all administration both written and on PC 
 Pricing and using the correct ticketing 
 Operate Gift Aid systems to support the Charity’s responsibilities to HMRC 
 Responsibility of Stationery Management 



 

 

 
To promote and maintain a high standard of window display and ensure that the standard is 
maintained as goods are sold. To check content and presentation first thing each morning and 
make regular complete changes 
 
To ensure effective use of the retail space within the shop, including commercial presentation and 
display of stock to maximise turnover 
 
To review and maintain the level and quality of stock daily in order to maximise sales.  
Replenishment of stock is a priority and must be constantly appraised throughout the day 
 
To sort, price and promote all donated goods and actively seek opportunities for sourcing donated 
goods should the level of merchandise cause concern  
 
To promote the stock using the Charity’s stock care disciplines 
 
To keep the shop well presented, clean and tidy 
 
To be responsible for overstock situations and disposing of all unsold goods i.e. request transfer 
to Outlets, recycling and clearing rubbish 
 
To implement the Charity’s administration systems both written and on PC 

 Operate the EPOS system – following manual instructions 
 Financial banking control 
 Razors Edge for volunteer activity 
 Reporting – both written and verbal as requested by Director or Area Manager 
 Promotion and acceptance of Lottery  
 Implementing the payment service/opportunities for increased sales with the effective use 

of electronic sales  
 
Implement Weldmar’s Performance Partnership scheme, which includes conducting Probationary 
Reviews, regular 1:1’s, Annual Performance Review and Pay Progression recommendation in 
line with Weldmar Hospicecare Policies and guidelines.  To be supported with effective written 
reports that give a clear understanding of the period under review, objectives and the way forward 
 
To participate in Shop Managers’ meetings as required to share practice, receive briefings and 
network 
 
To encourage, and monitor good customer service 
 
To overview all areas of security, taking appropriate action as necessary or referring on for action 
by appropriate colleagues 
 



 

 

The day to day tasks outlined above will require the post holder to routinely undertake physical 
work involving lifting, handling and moving donated stock items.  The physical aspects of the work 
are an integral part of the job and require the post holder to be fit and able to carry out tasks at all 
times 
 
To overview all areas of Health & Safety, ensuring the provision of a safe environment for staff, 
volunteers and customers. To refer on major health and safety concerns to the appropriate 
colleagues 

 Event Reporting in RADAR  
 To operate Fire Evacuation procedure 
 To comply with the Charity’s Moving & Handling Policy 

 
To work as part of the Retail Team and provide support and assistance to other shops, Director 
and Area Managers as appropriate, including contributing ideas and proposals for the retail 
strategy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 

 

 
PERSON SPECIFICATION 
 
Qualifications and Knowledge 
 Excellent retail knowledge, including managerial level understanding of turnover, 

presentation, display and promotion 
 Good knowledge of customer service orientation 
 Numerate to level required for financial management of the shop 
 Knowledge of administration to level required for shop administration and management 
 Understanding of the role and contribution of volunteers 

 
Experience 
 Managerial experience in a retailing background 
 Management of turnover 
 Proven experience of working to and achieving sales targets, ideally including setting of 

targets for other staff 
 
Skills and Abilities 
 Good people management skills and the ability to motivate and lead a team 
 Ability to train and develop the team 
 Ability to motivate, support and manage a team of volunteers 
 Excellent organisational skills and ability to prioritise a very busy business with an extremely 

varied workload 
 Ability to enhance and create a welcoming Charity Shop,  giving attention to detail and 

believing in customer service as a priority 
 The need to have good visual and presentation skills and to create attractive and effective 

displays (window and stock) 
 The ability to be analytical when monitoring sales, achieving and setting targets to maximise 

turnover  
 To be fit and able to undertake Moving & Handling on a regular basis of all  
 donated goods including boxes and other awkward packages 
 
Other Requirements 

 Commitment to the values and ethos of Weldmar Hospicecare 
 Act as an advocate and ambassador for the Charity 
 Commitment to and understanding of equality and diversity and how this translates into 

good practice  
 Understands and conforms to Weldmar Hospicecare infection prevention and health and 

safety policies and actively promotes best practice at all times. 
 Commitment to own continued (professional and) personal development 
 Ability to travel which requires a full valid driving licence and business insurance (if 

applicable) 


