
 

 

SAINT FRANCIS HOSPICE 

 

JOB DESCRIPTION 

 

JOB TITLE  Retail Logistics Manager 

GRADE   6A 

HOURS OF DUTY 37.5 

REPORTS TO  Director of Retail and Trading 

KEY RELATIONSHIPS  Director of Retail and trading, Area Manager, House 
Clearance Manager, EBay Manager, Marketing and 
Communications, Drivers, Retail Head Office, Retail 
Stores and volunteers 

RESPONSIBLE FOR Drivers, EBay Manager, House Clearance 
Manager/vehicle fleet/team of volunteers 

 

JOB SUMMARY 

The Retail Operations and Development Manager will be responsible for the 
following: 
 
Drivers/ Fleet Management 
Management of the fleet to include the logistics of the working week, people 
management of all drivers and volunteers, responsible for removals income 
generation and business strategy, overseeing stock control and implementing 
practices to ensure stock is accounted for and allocated fairly and correctly to 
Retail Stores.  
 
House Clearance 
Line Management of the House Clearance Manager. Management of the HC 
business to include management of the business strategy,  income generation 
targets and objectives, oversight of the stock control processes, customer 
relationships and all marketing and communication activities. 
 
Ebay and Online Market Place businesses, auctions, markets and fairs.  
 
Line Management of the Ebay Manager. Management of the online/auction 
businesses. Including the design and management of the business strategy, people 
management, digital and off-line marketing and income generation targets and 
objectives, oversight of the stock control processes and implementation of 
practices to ensure stock is competitively priced and revenue is maximised 
 
Business Development 
 
Responsible for the development of the markets and fairs businesses to include a 
business development plan and implementation plan, project management of 
events and people, cost management to ensure best value and achievable revenue 
targets. 
 
Tasked with helping the retail business grow by identifying new sales 



 

 

opportunities, pitching products and services, maintaining fruitful relationships 
with existing/ new customers and donors. 
 

 

MAIN DUTIES AND RESPONSIBILITIES 

 
People Management  
To take the lead on the recruitment, selection, induction, training, motivation, 
and management of the following Retail teams: drivers, House Clearance, Ebay, 
Markets, Fairs, business development.  
To induct and train all staff and volunteers to enable them to fulfil their roles. 
To ensure that all staff and volunteers observe all hospice policies, procedures, 
codes of practice and manuals as supplied. 
To ensure that every employee in your area has regular appraisal and performance 
reviews, 121 meetings and that information and strategies are in place to ensure 
effective succession planning.  
To liaise as appropriate with staff in the organisation who may provide relevant 
technical expertise for managing individual performance; for example the HR 
team. 
To demonstrate at all times an understanding of the diverse needs of individuals 
and actively support equality of opportunity. 
 
Fleet Management 
To ensure that stock is accounted for and that robust systems and processes are in 
place. 
Manage all staff responsible for removing goods from donors’ homes ensuring that 
they are working in accordance with the high standards of conduct and 
professionalism expected. 
Ensure the best use of scheduling and time management tools, so that stock 
collection and removals are maximised. 
Design and implement processes and practices that ensure the correct allocation 
of donated goods to the correct area of the retail business. 
 
Planning and Strategy 
Take the operational lead in in preparing business strategies and producing 
forecasts of income and expenditure; making proper provision for maintenance of 
things like the fleet and development of new ways of working. 
 
Explore opportunities to secure “best value” and for sourcing donations for sale in 
the shops.  
 
Ensure the implementation of all new and established IT, digital financial and 
control systems.  
 
Attend regular meetings with Retail Management. 
 
Take a lead role in ensuring that health and safety is managed efficiently and that 
all statutory and company health and safety rules are adhered to. Working with 
the Hospice Health and safety officer. 
 
Ensure good communication between the Retail head office and retail teams of 



 

 

staff and volunteers  
 
Undertake any other tasks as reasonably requested by the Director of Retail and 
Trading 
On call at weekends working together with the Director of Retail 
Member of the SMT (Senior management team) 
 
Develop new and existing business opportunities within your remit by leading on 
the operations strategy for all non- retail store business, developing partnerships 
and ensuring sustainable income for the directorate. 
 
Identify new and growing income generation opportunities in line with objectives 
and set targets. 
 
Plan and oversee new marketing opportunities for Drivers, House Clearance, online 
business, fairs and markets, drop-spots and other retail revenue streams. 
 
Develop marketing campaigns to develop and promote products, services and 
events for the Retail area. 
 
Ensure promotion of all products and services to new and existing customers. 
 
Work closely with the Retail Director and trading to source and secure a corporate 
partner for the Retail business, successfully managing this relationship and 
measuring its success. 
 
Provide analysis and feedback to senior management on what is and is not working 
in terms of income generation. 
 
Produce reports and analysis to reflect new and existing trends within retail, the 
charity sector and sales and marketing where appropriate. 
 
Attend and actively participate in networking opportunities to promote the 
Hospice and in particular the Retail division. 

 

 
 



 

 

 

ADDITIONAL REQUIREMENTS OF POSTHOLDER 

SENSITIVITY AND PROFESSIONALISM: As an employee of Saint Francis Hospice you should 

expect that it is likely that you will come into contact with patients, their families and 
members of the public who are at the end of life or recently bereaved. All employees are 
expected to respond to people recounting and expressing their emotions about such 
events with sensitivity and understanding, and to know enough about the services that 
the Hospice provides to be able to signpost people who may benefit from our services to 
the relevant contacts. 

 

CONFIDENTIALITY:  The post holder must maintain confidentiality, security and integrity 

of information relating to patients, staff and other hospice matter during the course of 
duty.  Any breach of Confidentiality may become a disciplinary issue. 
 

DATA PROTECTION: It is the responsibility of all staff to be aware of their obligations in 

respect of the Data Protection Act 1998. 
 

EQUAL OPPORTUNITES: The hospice is committed to the development of positive policies 

to promote equal opportunity in employment and has a clear commitment to equal 
opportunities.  All employees have a responsibility to ensure that they understand the 
standards expected and that they promote and adhere to the equal opportunity measures 
adopted by the hospice. 
 

HEALTH AND SAFETY: All staff must be familiar with section 2 of the Health & Safety 

Policy, Organisation of Health and Safety.  This documents sets out the responsibilities of 
all staff for health and safety, whether in a supervisory capacity or not.  Policy section 3 
(arrangements for Health and Safety) provides an overview of training for competence in 
Health and Safety matters. 
 

HOSPICE IDENTITY BADGES:  Hospice ID badges must be worn at all times whilst on duty. 

 

SMOKING: The hospice acknowledges its responsibility to provide a safe, smoke free 

environment, for its employees, service users and visitors.  Smoking is therefore not 
permitted at any point whilst on duty, in accordance with the guidelines set down within 
the Hospice No Smoking Policy. 
 

REGISTRATION COMPLIANCE/CODE OF CONDUCT: 

All employees who are required to register with a professional body to enable them to 
practice within their profession are required to comply with their code of conduct and 
requirements of their professional registration. 
 

WORKING TIME REGULATIONS: The ‘Working Time Regulations 1998’ require that you 

should not work more than an average of 48 hours in each week.  For example, in a 26 
week period you should work no more than 1248 hours. 
 

 
Please note that this job description is not definitive or restrictive in any way. It is a guide to the 
responsibilities of the role. It may be reviewed, in consultation with the post holder, in light of changing 
circumstances and the changing needs of the Hospice. 
The post holder will be expected to perform any other such duties as might reasonably be required by the 

Director and will work in accordance with all Hospice Policies and Procedures. 
 In an emergency, all staff may be required to work different hours or carry out different tasks to 
those set out in their contracts of employment. This will be done in consultation with individuals 
and taking into account any special circumstances that may exist. 
 



 

 

 

 

 

 



 

 

PERSON SPECIFICATION 

 

Retail Logistics Manager 

 

 

E = ESSENTIAL D = DESIRABLE 

 

 Demonstrating the Hospice Values – Support, Fairness & Honesty    

 Ability to share ideas and respect others, encouraging everyone to succeed. 
To be able to treat everyone fairly and be courteous and aware of how your 
words and actions affect others. To be open and accountable and be able to 
work with others for the benefit of the local community 

 

E 

 

 Inclusion    

 Be able to show a high level of empathy, understanding and appreciation of 
others with ability to respect different values and beliefs. To be mindful of 
the wellbeing of self and others. To be able to work effectively across 
teams, with a positive can do approach. 

 

E 

 

 Leadership skills    

 Ability to lead with honesty, integrity and care. Be able to develop, 
empower and delegate effectively to achieve change and generate a 
positive, inclusive, workplace. Be accountable for actions and bring 
creativity and innovative to inspire and motivate others. Be active in the 
creation and delivery of the Hospice strategy for the benefit of patients, 
staff and our local community. 

 

E 

 

 Qualifications & Training   

❑  Marketing and Sales graduate or similar level of on the job 
experience 
 

E  

❑  Full current UK Driving Licence with no endorsements E  

❑  Extensive line management of a varied team of staff E  

 Skills/Abilities/Knowledge   

❑  Good knowledge of current sales and marketing techniques and their 

application 

E  

❑  Works to own initiative and generate new ideas  E  

❑  Planning and logistics management experience E  

❑  Offline and Digital marketing and advertising experience E  

❑  A positive attitude, customer orientated E  

❑  Results driven E  

❑  Good communication skills, both written and oral. E  

❑  Interested in how business works and how to make it successful E  

❑  Confident under pressure E  

 Experience   

❑  Experience of selling or marketing products and services, face-to-
face and over the phone 

E  

❑  Produce business plans and analyse results E  



 

 

❑  Experience of a logistics business and working with different models E  

    
 


