Retail Shop Manager

Location: Lismore Community Stores (some remote)
Hours: 6-8 hours per week

Rate of Pay: £18.00 per hour

Reports To: Lismore community trust

About the Role

The Retail Shop Manager is responsible for the efficient management of the retail shop and Post
Office counter operation. The role encompasses stock control, purchasing, financial
administration, human resources support, health and safety compliance, budget awareness,
and ensuring excellent customer service standards. The day-to-day running of the shop is
largely undertaken by the shop assistants, with the manager spending a minimum of 3 hours in
the shop per week to ensure oversight. Certain management functions are capable of being
managed remotely.

The postholder will work closely with the Lismore Community Trust to maintain profitability,
compliance, and operational efficiency. They will be the main liaison between shop assistants
and the Trust.

Key Responsibilities
Retail Operations
e Oversee the day-to-day running of the retail shop.
e Ensure high standards of customer service are maintained at all times.
e Monitor shop performance and identify opportunities to improve sales and efficiency.

Stock Management

Plan and coordinate regular stock takes and inventory audits.
¢ Investigate and resolve stock discrepancies.
e Analyse sales trends and stock movements to optimise stock holdings.
e Minimise waste, shrinkage, and stock losses.
e Use-by and sell-by monitoring and pro-active sales.
Purchasing

e Oversee purchase orders to ensure stock is ordered in a timely manner to meet
customer demand.

Invoice Processing and Payments
e Process supplier invoices accurately and promptly.
e Match invoices against purchase orders and delivery records.
e Ensure suppliers are paid within agreed terms.

e Liaise with the bookkeeper as necessary.



Budgeting
e Track expenditure against budget and identify variances.
e Supportinitiatives to improve profitability and cost control.
Human Resources
e Assist with staff recruitment, induction, and training.
¢ Maintain employee records and documentation.
e Support staff development and performance management processes.
e Ensure compliance with employment legislation and company policies.
e Promote a positive and professional working environment.
Communications and Social Media Engagement

e Manage communications with the community and other stakeholders on behalf of the
business.

¢ Respond professionally and promptly to customer enquiries received in person, by
telephone, email, and through social media channels.

e Create and maintain engaging content for the business's social media platforms to
promote products, services, events, and community initiatives.

e Monitor customer feedback and identify opportunities to improve customer satisfaction
and business performance.

Health and Safety
o Ensure compliance with all relevant health and safety legislation.
e Conductregular workplace inspections and risk assessments.
e Maintain health and safety records and documentation.

e Investigate accidents, incidents, and near misses, implementing corrective actions
where necessary.

e Ensure staff receive appropriate health and safety training.
Post Office Counter Management

o Oversee the operation of the Post Office counter in accordance with Post Office policies
and procedures.

e Ensure compliance with all security, cash handling, and audit requirements.
e Maintain accurate records and reporting.

e Support and train staff involved in Post Office operations.

o Ensure excellent customer service is delivered to Post Office customers.

Person Specification



Essential
e Previous management or supervisory experience.
e Experience processing invoices and managing payments.
e Strong organisational and administrative skills.
e Excellent communication and interpersonal skills.
e Good IT skills, including Microsoft Office and retail management systems.
Desirable
e Experience of stock control and stock taking.
o Knowledge of purchasing and supplier management.
e Understanding of budgeting and financial administration.
¢ Knowledge of employment practices and HR procedures.
¢ Understanding of health and safety requirements in a retail environment.
e Experience working with accounting software.
Personal Attributes
e Reliable and trustworthy.
e Highly organised with strong attention to detail.
e Ability to work independently and prioritise workload effectively.
e Ability to work collaboratively with volunteers.
Benefits
e Competitive hourly rate of £18.00 per hour.
¢ Flexible working arrangement of 6-8 hours per week with hybrid working possible.

e Opportunity to contribute to the success and development of a much-loved community-
run retail business.

e Ongoing training and professional development opportunities.

To apply: Please submit a CV and a short covering letter explaining your interest in the role and
any relevant experience.

Closing Date: 30 June 2026

Lismore Community Stores welcomes applications from all suitably qualified candidates and is
committed to creating an inclusive and supportive workplace.



