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JOB DESCRIPTION 
 
Job title:   CHARITY SHOPS MANAGER 
 
Reports to:   Fundraising & Communications Manager 
Responsible for: Charity Shops Business, Charity Shop Assistant Managers, Van 

Team, Bank Workers and Volunteers 
Scale:    Points 25-28 
Department/Service:  Fundraising & Communications Department 
 

 
Job Purpose: 
 
The Charity Shops Manager will oversee the management of HARP’s Charity Shops 
Business, including our four existing Charity Shops (one of which is a Furniture Shop), and 
will lead on the development and opening of new Charity Shops in line with HARP’s 
Corporate Strategy.   
 
Working closely with the Fundraising & Communications Manager, and line managing the 
team of Assistant Managers, Van Team members and Bank Workers, this role will be 
responsible for the overall management of HARP’s shops.  
 
The Charity Shops Manager will manage the team rota, hold regular one to one meetings 
with team members, arrange and chair team meetings, provide cover for days off and 
annual leave, and be the first point of contact for any internal or external queries regarding 
the Charity Shops Business.   
 
The Charity Shops Manager will be responsible for overall shops performance against 
agreed financial targets.  
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ORGANISATION CHART 
 
 
 
 

 
 
 
 
 
 
 
 
 
DUTIES AND KEY RESPSONSIBILITIES 
 
Overall 

 

 Alongside the Fundraising & Communications Manager, you will be responsible for 
overseeing the day to day management of HARP’s network of Charity Shops.  

 Research and advise on sites for potential new shops.  

 Together with an Implementation Team made up of staff from across HARP, lead on the 
setting up and opening of new shops in line with HARP’s Corporate Strategy 

 Ensure that the shops are as profitable as possible and meet agreed targets.  

 Contribute to quarterly Shop meetings with Senior Managers. 
 
Delivery 
  

 Work as part of a team to deliver agreed income targets.  

 Manage and communicate the rota to the staff team.  

 Carry out necessary administration.  

 Hold regular one to one supervision sessions with team members. 

 Arrange and chair regular team meetings.  

 With the support of the Assistant Charity Shops Managers, work with and manage 
volunteers effectively, ensuring that they are well motivated, suitably trained and 
satisfied in their roles. 

 Decide and advise on prices to charge for individual items to maximise both turnover and 
net income.  

 Cover Assistant Managers when they have their weekly day off on a rota basis, thereby 
being responsible for the running of a shop on those days, including opening, closing, 
cash handling, and ensuring you work within policies and procedures. 

 Work as part of a team and co-operate fully with all the other HARP services. 

 Ensure that anti-oppressive practices are an integral part of the service and that it is 
applied to all our service users, staff and volunteers.  

 Lead on improving visual merchandising within the shops, including window displays, 
signage, shop floor layout and general upkeep, and ensure your team maintains high 
standards.  

 Work with the Fundraising & Communications Manager and Assistant Managers to 
devise new and innovative promotions and events. 

Fundraising & 
Communications 

Manager 

Charity Shops 
Manager 

Shop Assistant 
Managers 

Volunteers 
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 Provide holiday and sickness cover as and when required to ensure HARP’s retail 
operation runs effectively at all times. 

 Responsible for the day to day health & safety and welfare of staff, including yourself, 
volunteers, visitors and customers at all shops.  

 Foster a ‘can do’ culture by actively seeking solutions to problems. 
 
Monitoring and Evaluation 
 

 Ensure that the information on the HARP EPOS system is accurate so that it is always 
available for monitoring and reporting purposes. 

 Where possible, ensure that donors are signed up for Gift Aid to maximise income, 
checking performance in this area for the shops and seeking to improve the sign up rate. 

 Feed in to the monthly Trustees Report through a combination of qualitative and 
quantitative feedback on shop performance. 

 Ensure that all statutory responsibilities are met, including Fire and Health & Safety 
regulations. 

 
 

Stakeholder management  
 

 Liaise with the Volunteer Coordinator and Head of Resources to identify and provide 
appropriate training opportunities relevant to your staff and volunteer teams. 

 Develop and maintain good professional working relationships with all the other 
agencies that work in partnership with HARP. 

 Support the Charity Shop Assistant Managers and the Fundraising & Communications 
Manager to maintain relationships with all relevant external stakeholders and 
organisations. 

 
 Local press and PR 
 

 Support the work of the Communications Team as required in promoting HARP’s services 
to the local press and media agencies.  

 Collaborate with the Fundraising & Communications Teams in ensuring that social media 
is effectively used. 
 

GENERAL RESPSONSIBILITIES 
   
 Represent and be an ambassador for HARP.  

 Attend regular team meetings, supervision sessions, and performance reviews. 

 Undertake learning and development activities as appropriate. 

 Abide by organisational policies, codes of conduct and practices. 

 Support and promote diversity and equality of opportunity in the workplace. 

 Ensure that service users are safeguarded, protected from abuse and improper treatment. 

 Treat with confidentiality any personal, private or sensitive information about individual 
organisations and / or clients or staff and HARP data. 

 Have the flexibility to carry out other associated duties as may arise, develop or be 
assigned in line with the broad remit of the position. 
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PERSON SPECIFICATION: Charity Shops Manager 
 
EXPERIENCE 
  
1. Experience of management in a fast paced retail or customer service environment, 

including line management of junior team members. 
2. Experience of rota management. 
3. Experience of successfully driving and growing the expansion of a small business or a 

department within a larger business. 
4. Good experience of applying Health & Safety guidance and ensuring that policies and 

procedures are adhered to. 
 
SKILLS AND ABILITIES 
  
5. A positive, friendly, enthusiastic attitude, with excellent customer service and 

communication skills. 
6. Able to confidently communicate across a range of channels, including face to face, 

telephone and email, and an ability to accurately relay information between colleagues 
and management. 

7. Proficient in the use of Microsoft Office software and email. 
8. Ability to manage difficult situations, and deal with them calmly, efficiently and 

effectively. 
9. Able to flexibly work in different sites according to business need.  
10. Strong time management and organisational skills. 
11. Ability to engage and motivate others. 
12. Experience of working with EPOS systems, including running reports and analysing 

department sales to improve profitability    
13. Self-motivated with the confidence to work alone but can also work co-operatively and 

flexibly as part of a team. 
14. Ability to stay focused and efficient in the face of changing priorities. 
15. Confident with shop processes, including cashing up, banking, and shop opening and 

closing. 
 
EDUCATION/TRAINING 
  
16. GCSE level or equivalent in Maths and English. 
17. Willing to undertake any further training that may be seen as necessary to further your 

knowledge and to become more effective in your role. 
 
PERSONAL ATTRIBUTES AND OTHER REQUIREMENTS 
  
18. Empathy and understanding for homeless people. 
19. Flexibility and willingness to go above and beyond to help achieve targets and get the 

job done. 
20. A demonstrable interest in second hand or vintage clothing and furniture, and / or charity 

fundraising. 
21. Able to work Saturdays.  
22. Able to work well in a team with a flexible approach to work.  
23. Commitment to the values and ethos of HARP. 
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DESIRABLE 
 
24. Experience of setting up new retail premises is desirable.  
25. Training in and/or a customer service qualification is desirable. 

 
 

 
SAFEGUARDING STATEMENT 
 
HARP is founded on the principles that people have a right to be completely secure from both 
the fear and reality of any abuse.  The safety and well-being of each service user is of 
paramount importance.   
 
HARP intends to create services within which people feel safe from abuse, and in which any 
suspicion of abuse or actual abuse is promptly and appropriately responded to.  
 
EQUAL OPPORTUNITIES STATEMENT 
 
HARP recognises that people with different social and ethnic backgrounds, skills and attitudes, 
can bring new ideas and perceptions to an organisation.  
 
HARP is committed to taking positive action to fight unlawful discrimination in every aspect of 
its work and the services it provides. HARP believes that everyone has a right to services and 
employment which are free from direct or indirect discrimination on grounds of gender, race, 
colour, creed, religion, marital status, sexual orientation or disability or any other grounds 
protected by legislation. 
 


