St Vincent de Paul Society National Shops Strategy

Job Description

Job Title:

Team Leader

Reports to:

Locality Manager

Responsible for:
Volunteers, Work Placements

Salary:


£6.53 per hour. 

Location:
Withington - Manchester 

Hours:
Full Time 37.5 Hours Per Week. 

Holidays:
20 days rising to 25 days after 12 months.

Objective:

To manage the shop within National guidelines to maximise the 


shop’s effectiveness in achieving the objectives of the National 


Shops Strategy. 

Main responsibilities

1. Ensure that the shop is developed and run in accordance with national retailing policies as communicated and updated from time to time.

2. Develop and maintain maximum potential of sales/income to achieve/exceed budget.

3. Control costs/expenditure within agreed budget levels.

4. Ensure optimum retail standards of display, merchandising and housekeeping are maintained and developed.

5. Organise and manage the rota of staff and volunteers to ensure the shop is adequately staffed at all times; maintain a record of staff/volunteers; Recruitment, development and training of staff/volunteers.

6. Encourage staff/volunteers to develop a sense of belonging to the Society, enabling them to identify with its aims and objectives.

7. Ensure that the agreed arrangements for opening, closing and securing the premises are maintained.

8. Maintain safe working practices, ensuring that Health & Safety at Work regulations are observed and that staff and volunteers are aware of their H&S responsibilities.

9. Maintain accurate records of sales and banking as required; provide the Locality Manager with accurate daily and weekly sales figures in the required format.

10. Develop an effective backroom operation: supervise and direct the sorting, cleaning, pricing, and removal of excess stock in accordance with agreed procedures; ensure there is adequate reserve stock on site to replace sold goods.

11. Ensure compliance with all relevant legislation, maintaining appropriate records and complying with statutory bodies.

12. Liaise with the Locality Manager and other staff as and when necessary to ensure continuity and efficiency of operations.

13. Assist customers as required and represent the Society in a positive light by always maintaining a helpful disposition to all customers, staff and volunteers.

14. To undertake such other duties appropriate to the post as may be agreed from time to time.

15. Attend Quarterly team Meetings. 

16. Additional Duties 

a. Provide cover for additional community shops in and around Greater Manchester. 

b. Provide Assistance with the opening of new Initiatives in the Manchester locality. 

c. Help with other initiatives and from time to time. 
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GUIDANCE NOTES

Please read the following guidance notes to help you complete your application form

Please note:

Sending a CV is not an acceptable substitute for completing the application form. Large print and audio formats are available upon request. For more information about the services we provide, visit St Vincent de Paul Society’s website at http://www.svp.org.uk and select vacancies.

1) Examine the information pack

It should contain a job description, a person specification, an application form, an equal opportunities policy with recruitment monitoring questionnaire and these guidance notes. Hopefully this pack will help you decide whether or not to apply and how to make your application as effective as possible.

2) Look at the job description and person specification (if supplied)
This states the skills, qualifications, knowledge and experience that are required to do the job. When short listing takes place, your application form will be compared against the person specification.

3) Analyse your experience

What evidence can you offer to demonstrate that you possess the skills, qualifications, knowledge and experience necessary to do the job for which you are applying? Describe this experience on the application form. It may be appropriate to include relevant skills and experience outside of work e.g. domestic responsibilities, trade union, or social activities.

4) Filling in your application form

It must be legible, so you may first wish to do a rough draft then check for mistakes. If you have insufficient space, continue on a separate sheet. Ensure that you have provided sufficient evidence that you can do the job for which you are applying. Remember to sign and date your application form before returning it by the specified closing date.

5) Disabilities 

Indicate on the equal opportunities form if you consider yourself to have a disability under the description given in the Disability Discrimination Act 1995. Employers are required to ask applicants if they require any reasonable adjustments to assist them during interview process, if they are short listed, and to carry out the work if they are appointed. Please give brief details of any adjustment you may require.
6) References

Give the names and addresses of two people who are prepared to give reference on your behalf. One of these MUST be your current or most recent employer; if you have not been employed then one of these must be an educational institution or a professional body. Your referees must not be a friend or relative. You must ensure that referees are available to give references, so bear in mind school, college, bank and annual holidays.

7) Recruitment monitoring sheet

The SVP is under legal duty to monitor the recruitment process. While completion of the form is not mandatory the SVP would welcome your cooperation. 

8) Criminal records

Applicants must be willing to undertake a CRB disclosure. The society will consider applicants on their merits and in relation to the post in which they are applying. 

9) Response to your application

If you are not contacted within six weeks of the closing date for applications, you may assume that you have not been selected for interview on this occasion. If however, you wish to have formal acknowledgement that your application form has been received would you please enclose a stamped addressed envelope when returning your application form, or alternatively your email address.


                  Application Form  

                         (Management and Administrative)

                             Strictly private and confidential

	Position applied for : Team Leader


Personal Details

	Forenames (in full):

Surname:

Address (including postal code):

Telephone number (Day) :

                          (Evening):

                          (Mobile):

E-mail address:

National Insurance number:




Next of Kin

	Please use this space to provide us with details of a person whom we may contact incase of an emergency


	Name:

Address:

Telephone number (home):

                               (mobile):

Relationship to applicant:


Education

Please record below the details of any schools and higher education you attended.

	Educational institution attended


	      Year
	Qualifications and grades obtained

	
	
	


Current Employment

	Name and address of current employer


	Post held
	Date employment commenced


	Current Salary


	Reason for seeking alternative employment



	
	
	
	
	


Please use the box below to describe your duties and responsibilities in your current position highlighting any skills and experience that could be relevant to your application.

(Continue on another sheet if necessary)

	


What notice period are you required to give?   __________________

Employment History

Please record below the details of your previous employment beginning with the most recent first.

	Name and address of employer


	Post held
	Start date – End date


	Reason for leaving



	
	
	
	


Have you ever been dismissed from employment for a reason other than redundancy?    YES/NO (Delete as appropriate)

If yes please give details:

Professional Qualifications

Please record in the box below any professional qualifications and training courses you have attended. 
	Name of  institution attended


	Course details


	Year


	Qualification and grade obtained



	
	
	
	


Please give details of any continuing professional development or membership of any professional bodies.

	


Please summarise your computer literacy

	


Supporting Information

Please use the box below to indicate why you are interested in this particular post, give details of any achievements, interests, personal qualities and other additional information which you feel may support your application.

(Continue on another sheet if necessary)

	


References

Please give details of two people we may approach for a reference.

 If you have been employed these should be your present or most recent employers, someone of a professional body who can comment on your competence, personal qualities and suitability for this post.

If you have no previous working experience a reference from an educational institution or professional body will be acceptable.

Personal references such as friends and relatives are not acceptable.

	Name:

Occupation:

Address:

Contact number:

In what capacity does this person know you:


	Name:

Occupation:

Address:

Contact number:

In what capacity does this person know you:




Driving History

	Do you hold a current full driving licence? YES / NO  (Delete as appropriate)

If yes do you have any driving endorsements?  YES / NO  (Delete as appropriate)

If yes please state:

Do you have access to a vehicle you could use for work purposes?  YES / NO

                                                                                               (Delete as appropriate)

Are you willing to relocate?  YES / NO  (Delete as appropriate)




Canvassing

	As far as you are aware, are you related to any Member of Office of the

 St Vincent de Paul Society?  If so, please give details. Please note canvassing of Members or Senior Officers of the society will disqualify you from appointment.




Criminal Convictions

	Please give details of any criminal convictions you have had (excluding any spent) under the Rehabilitation of Offenders Act 1974:




Declaration

	I declare that the information given is correct and to the best of my knowledge. I understand that deliberately giving false or incomplete answers could disqualify me from consideration, or, in the event of my appointment, make me liable for dismissal. If appointed I give my consent under the Data Protection Act 1998 for the St Vincent de Paul Society to retain and to make reasonable use of the personal information I have provided in connection with its employment policies, procedures and practices.
Signed:                                                                                  Date:





                           EQUAL OPPORTUNITIES
	Monitoring of recruitment practices

The St Vincent de Paul Society is committed to being an equal opportunity employer and ensuring no one is unfairly discriminated against in its recruitment and selection policies and procedures. The society intends to provide equal opportunities regardless of race, religion, gender, marital status, age or disability. The questionnaire is not obligatory but, by completing it you will help us monitor the effectiveness of our equal opportunities policy. The information provided will be detached from your application by the Human Resources department and used for monitoring purposes only. It will not used as part of the selection process.




	Name:




	Post applied for:




	Where did you see this post advertised?




	Please indicate your gender :     MALE / FEMALE (Delete as appropriate)




	Date of Birth:                                                  Age:



	Do you consider yourself to have a disability?   YES / NO) (Delete as appropriate)
Does your disability affect your capacity to do the job you are applying for?                 

YES / NO  (Delete as appropriate)

If yes, please give details:

                                                                                              


	Do you require any special facilities or assistance if invited for an interview or with any aspects of the job if appointed?  YES / NO (Delete as appropriate)

If yes please give details:




	Please indicate to which of the following you would describe yourself as belonging:

ٱ Black African                                                     ٱ White European

ٱ Black Caribbean                                                ٱ White Other (Please specify)

ٱ Black Other (please specify)                                        ٱ Chinese 

ٱ Indian                                                                 ٱ Other  (Please specify)

ٱ Bangladeshi

ٱ Pakistani

These groups are approved by the Commission for Racial Equality.




Thank you for taking the time to complete this questionnaire.
	St Vincent de Paul Society

Please fill in this slip and enclose it with a stamped, self-addressed envelope along with your application.  It will be returned to you as acknowledgement of your application.  

Alternatively, if you would like acknowledgement by email, please write your email address below.

Name and full postal address / email address:

     ………………………………………………….

      ………………………………………………….

      …………………………………………………..

      ………………………………………………….
	Safeguarding Officer
We would like to confirm that we have received your application form for the above post.

A short list will be drawn up as quickly as possible and those selected for interview will be contacted within 14 days of the closing date.  If you do not hear from us within this time then you must assume that your application has not been successful on this occasion

We would like to thank you for your interest in the Society and wish you every success in the future.


