 (
Trust in Fife
 
Taking positive steps to assist vulnerable and homeless people in Fife
)


Job Description and Person Specification

CAIRN CENTRE
RETAIL CO-ORDINATOR

	Remit

	To perform a flexible role in accordance with the vision of Trust in Fife (to be referred to as the organisation); in particular carrying out a wide range of tasks relating to the development, co-ordination and day-to-day running of the Cairn Centre retail outlet.

The Cairn Centre Retail Co-ordinator is key to the core service in that they oversee the support network put in place by the Cairn Centre shop, so enhancing the overall service offered by the organisation. 



	Accountable to:  
	Operations Manager

	Responsibility for staff:  
	None


                                          
The Retail Co-ordinator must carry out their duties with full regard to Trust in Fife’s Equal Opportunities Policy.

	Personal Qualities

The ideal candidate will exercise reasonable care, skill, and diligence in all aspects of their work, consistently acting in the best interests of the organisation. 

They must be adaptable to an ever-changing environment, effectively meeting the demands of an evolving role. 

The candidate will work independently and oversee the daily operations of The Cairn Centre. 

Additionally, they will support the Operations Manager in developing the service, contributing to the enhancement of the organisation's overall provision.













Job Description
Main Duties

	Shop Management:
· To undertake all duties pertaining to the day-to-day running of the Cairn Centre retail outlet; contact with the public, the co-ordination of shop layout, stock control and window displays, and Big Issue vendors. 
· To monitor and manage the upkeep of the Cairn Centre warehouse.
· To manage the Collection/Delivery Service and the work carried out by the Van Driver and crew.
· In the absence of a Van Driver, arrange for a volunteer driver to carry out the duties associated with the Collection/Delivery Service, including collections/deliveries and carrying out a weekly check of the company van (fuel, oil and water fill-ups and tyre pressure checks).
· To undertake a daily cash-up of Cairn Centre monies and to ensure said monies are secured appropriately.
· Completing income and expenditure paperwork and banking of monies.
· To ensure appropriate customer service is observed, including dealing with customer complaints/issues.
· To facilitate the arrangement of all removals/house clearances; including pricing and site visits, if appropriate.
· To co-ordinate recycling, whether it be via auction, uplift by external agencies, or provision offered as part of the Collection Service. Including disposal of items to landfill.
· To ensure appropriate electrical checks and Portable Appliance Testing is carried out on all electrical donations and, when necessary, undertake said testing.
· Management of Starter Pack project.

Volunteer Management:
· To oversee the daily responsibilities of the volunteers (including volunteer cover) and, in conjunction with the Operations Manager, to provide induction training, as appropriate.
· To undertake regular review meetings with all volunteers (including for those volunteers on placement).
· Using appropriate avenues, to actively recruit volunteers, as and when required.
· To arrange, and facilitate, quarterly volunteer teambuilding/training/social events.
· To arrange, and facilitate, regular volunteer team meetings.

Administration:
· To undertake any administrative duties as required, including all types of correspondence.
· Completing of statistical paperwork.

Online Selling:
· To facilitate the accessing of e-commerce sites and to arrange to sell any appropriate items via this method.
· Development and management of online shop.

Marketing:
· To facilitate the administration of the Cairn Centre social media pages with support from the Communications and Marketing Assistant.
· To actively promote the work of the Cairn Centre.


Teamwork:
· To work in partnership with external agencies to offer work experience training within the project.
· To establish and maintain good working relationships with other staff teams, clients, the public and external agencies.

Learning and Development:
· To meet regularly with management to discuss any issues and to ensure an effective service is being delivered.
· To attend meetings where required.
· To attend support and supervision sessions.
· To undertake training courses as requested by management.
· To undertake any other duties as and when required by management.




Contingencies:

It is in the nature of the work of the employer that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are, therefore, expected to work in a flexible way when the occasion arises and tasks which are not particularly covered in the job description have to be undertaken.  These additional duties will normally be compatible with the regular type of work.  In consultation with the staff member, should additional responsibilities or tasks become a fundamental part of their job, it will be added to the job description.

In situations where other members of staff are absent due to annual leave, sickness or training, the job holder will operate in a flexible manner within his/her capabilities to ensure that the immediate needs or services provided by the employer are covered.

























Person Specification 
Retail Co-ordinator

Introduction

This person specification has been drafted to provide a clear and consistent method of selecting candidates for this post. It identifies the key skills, abilities and attributes which a successful applicant will demonstrate. Candidates applying for this post will need to demonstrate they possess the required knowledge and have experience of successfully applying their skills.

	Attribute
	Essential
	Desirable

	Education / Qualifications (Application form)
	A good level of literacy and numeracy demonstrated by Standard Grades or equivalent qualifications
	Retail qualification (ie. SVQ in appropriate discipline)



	Experience (Application form and interview)
	Experience of working in a retail environment

Experience of retail management

	Experience of volunteer management

Knowledge and understanding of the voluntary sector

	Knowledge
(Application form and interview)
	Knowledge and experience of using Microsoft Office software

	

	Skills (Application form and interview)
	Good leadership qualities with the ability to facilitate effective team working

Ability to adapt quickly within a multi-faceted role

Good communication skills

Ability to communicate with a wide range of people, both orally and in writing
	


	Attitude
(Interview)
	A commitment to Equal Opportunities and Anti Discriminatory practice in all areas of work

Commitment to the aims of the organisation

Willingness to undertake continual professional development
	

	Personal Circumstances
(Application form)
	Appropriate Disclosure Scotland return

Full driving licence
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