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Retail Area Manager  
Employed By: Valley CiDS Ltd 

Location: Derby/Nottinghamshire  

Hours: 37.5 Mon – Sun, working 5 days/wk. (Including occasional evening and alternate Saturdays) 

Base: Field-Based with Admin base in Hucknall 

Responsible to: Head of Retail Sales and Marketing 

Salary: £24,500 - £27,500 

Closing Date: - Sunday 8th March 2020 

Interviews to be held: - Wednesday 18th March 2020 

Please apply by submitting a current CV and covering letter, which includes a suitability statement 

that makes clear reference to the Job Description & Person Specification. 

Please submit your completed application to: HR@valleycids.co.uk 

About Us 
Are you passionate about the preloved sector and would like to make a difference to a portfolio of your 

very own charity shops? Valley CiDS is a children and young people’s charity based over Derbyshire and 

Nottinghamshire. As a local charity, we are dedicated to raising money through our growing retail 

portfolio to support the community by investing in the next generation. 

Our Christian values of hope, compassion, belonging and inclusion embody our overall vision for the 

future and what we aspire to in all aspects of our work. 

As a Retail Area Manager you will be able to make a real difference to the local community through the 

creativity, innovation and commercial awareness that you will implement across your portfolio of shops. 

About You 
Working as part of a dedicated retail team, you will be an ambitious senior manager able to lead and 

develop our existing staff and volunteers across the Derby and Nottinghamshire areas to help 

maximise area sales and profit in up to 20 of our shops. 

Reporting to our Head of Retail Sales & Marketing, the successful candidate will be able to demonstrate 

proven success in achieving and exceeding sales and profit targets within retail management as well as 

strong leadership and development skills to enable you to motivate, advise and encourage a diverse team 

of staff and volunteers. 

You will be able to identify and develop new and improved strategies to ensure the very highest of 

standards in all of our shops in line with company polices. The Retail Area Manager will also be an advocate 

for our charity, promoting and enhancing the work we do in every aspect of day to day duties. 

The desired candidate will have outstanding people management skills, the ability to identify and source 

stock, profiled to the different areas that our shops are situated in, to help improve our retail offering. 

Strong business acumen is essential along with the ability to analyse financial data, managing income and 

expenditure targets. 

This exciting role requires a dynamic and motivated candidate who is eager for a challenge and is 

passionate about a more sustainable future. 

If you think you could be a potential candidate for the role, and you woud like to discuss the 
vacancy please contact us on: 07484 052751 
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RETAIL AREA MANAGER:      Job Description 

Purpose & Scope 

To work closely with the Heads of Retail ‘Sales & Marketing’ and ‘Operations & Services’ to provide 
management oversight,  direction and support to a designated number of shops, ensuring that 
company policies are implemented and that sales and profit are maximised. 

To be an ambassador and advocate for the mission and values of Valley CiDS and thereby to 
promote and raise the profile of the Charity. 

Key Tasks & Responsibilities 

Sales and Profit 
• To maximise each shop’s sales and profit potential in order to achieve or exceed sales 

budget. 
• To maximise Gift Aid revenue through implementing effective practice. 
• To monitor pricing via EPoS to ensure the optimum price level for each shop is achieved. 

• To ensure that each shop correctly carries out any organised promotions, and also features 

its own regular seasonal and local promotions in agreement with the Head of Retail Sales & 

Marketing. 

• To monitor shop manager’s KPIs and shop performance via the EPoS system. 
 

Stock Management  
• To oversee Shop Managers, ensuring that each shop has sufficient saleable stock, by utilising 

van collections within agreed boundaries and liaising with relevant transport operatives.  
• To ensure that positive action is being taken to generate donations from the general public 

and other sources. 
• To assess and monitor the correct stock rotation system for each shop. 
• To  support shop managers’ ensuring that stock/sorting areas are properly organised. 
• To arrange with the Shop Managers, the re-distribution of stock between shops.  
• To ensure that each shop is not selling unauthorised stock. 

 

Shop Standards & Appearance 
• To conduct regular, documented branch visits to ensure best practice is being consistently 

implemented across the shop portfolio and to work closely with shops managers to identify 

areas for improvement. 

• To ensure that the shops have a high standard of visual merchandising and housekeeping 
thereby projecting the Lighthouse Shops quality image. 

• To ensure Shop Managers are aware of the importance of and implementation of correct 
merchandising techniques. 

• To ensure that Shop Managers, Assistant Managers and voluntary staff maintain a high 
standard of customer service. 
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People Management (Staff & Volunteers) 
• To support with the recruitment, development and retention of high calibre shop staff. 

• To provide relevant training and performance management to support and coach staff to 

maximise their effectiveness. 

• To encourage Shop Managers to create a team of staff who are motivated, effective and well 
informed. 

• To maintain regular communication with staff to inform, motivate and drive performance 

• To support the Shop Managers in ensuring that shops are kept adequately staffed at all times 
through efficient use of staffing resource.  

• To ensure volunteer recruitment and induction processes are being fully implemented 

within each shop. 

Policy & Procedure 
• To ensure that all Valley CiDS retail operations procedures and policies are correctly 

followed, such as Health & Safety, risk assessments and manual handling. 

• To ensure that shop managers’ are reporting all property defects both internal and external. 
• To ensure that all wider Valley CIDS policy and procedures are implemented in relation to 

key areas such as Safeguarding, Equality & Diversity and Data Protection. processes in 

relation to children and vulnerable adults are implemented consistently. 

Administration  
• To support shops to comply with Valley CiDS financial and administration procedures as 

detailed in the Retail Operations manual. 

• To interpret and act on relevant management information and give appropriate feedback to 
the Heads of Retails ‘Sales & Marketing’ and ‘Operations & Services’. 

• To monitor regularly all shop expenses and keep them to an acceptable authorised level. 
• To monitor and analyse shop sales and compile trading reports using the EPoS system. 
• To ensure the submission of Branch Visit reports within agreed timescales. 

• To be responsible and accountable for efficient use of your time through completion and 
management of an online calendar. 
 

Training & Development 
• To attend regular supervision sessions with your Line Manager, submitting agendas and 

reports on agreed timescales. 
• To undertake training and development opportunities as agreed with your Line Manager.  

 

As part of the wider Valley CiDS Workforce 
• To uphold and promote the ethos and values of Valley CIDS at all times. 
• To develop a good knowledge of the wider context of the organisation’s projects & 

services. 
• To be involved in Valley CIDS fundraising & promotional events. 
• To carry out any other reasonable duties and responsibilities appropriate to the level of the 

post.  
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RETAIL AREA MANAGER:     Person Specification 

 

Characteristics & Values 
• Can embrace fully the ethos, vision and values of Valley CIDS   Essential 
• Highly motivated, innovative, resourceful and able to motivate others.  Essential 
• Self-Directed with the ability to use your own initiative.    Essential 
• Ability to work effectively under pressure.      Essential 
• Well organized and able to work effectively alone or as part of a team.  Essential 

 

Skills 

• Excellent interpersonal skills with ability to communicate effectively at all levels Essential 
• Ability to adapt and implement change with a flexible and proactive attitude. Essential 
• Strong organisational and planning skills with the ability to prioritise time and                    

tasks effectively.         Essential 
• Excellent people management and leadership skills with a proven track record of 

developing and motivating teams.       Essential 
• Good analytical, numerical and reporting skills     Essential 
• Excellent ICT skills – competent use of online diaries and Microsoft Office Suite Essential 

 

Experience 
• Proven track record and at least two years’ experience in senior retail management             

in the commercial and/or charity sector.      Essential 
• Experience of leading and managing teams and implementing performance       

management reviews.         Desirable 
• Proven track record of delivering significant sales & profit growth.   Essential 
• An understanding of high street charity retail fashion.    Desirable 
• Commercial awareness and excellent business judgement.    Essential 

 

 

Qualifications / Training 

• Qualified to Degree Level        Desirable  

• Retail & Management Training        Desirable 

• Customer Service Training        Essential 

 

Other Requirements 
• Full driving licence and use of a business insured vehicle during working hours Essential 

 

 

 

 


