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Job profile

	Job title
	Assistant Retail Manager

	Department
	Gift Shop, London Brass Rubbing Centre & Box Office

	Responsible to
	Retail Manager

	Responsible for
	Retail Assistants 

	Main purpose of job
	To assist the Retail Manager in the day to day running of the Gift Shop, London Brass Rubbing Centre (LBRC) and Box Office, ensuring each area is manned, well stocked, secure and trading profitably.  Provide a welcoming and safe environment for people to visit and work. 


Main duties and responsibilities

	1
	Operational
· Manage the Gift Shop, LBRC and Box Office, ensuring they are welcoming to the public, providing a high level of customer service combined with a  positive sales approach
· Sound interface with customers, meet and greet, assist with sales and general enquiries both over the phone and in person

· Keep up to date with events taking place across St Marin-in-the-Fields site

· Attend necessary training

· Reconciliation of cash registers, banking and end of day reports to provide management information for use by relevant departments

· Activate swipe cards for Whole Site

· Responsible for online booking system, Facilities Net

· Ensure the daily back up of EPOS system, equipment fully working and supplies of tickets, till rolls and stationery are maintained
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	Gift Shop/London Brass Rubbing Centre 

· Operate EPOS system effectively and confidently, input deliveries, monitor stock levels, sales and data analysis on a daily basis
· Ensure the Gift Shop is well stocked with a selection of goods attractive to the public, clearly priced and displayed to an excellent standard

· Support Retail Manager when meeting suppliers to discuss new lines, reordering and presentation of products 

· Make suggestions with regard to product displays

· Maintain high level of standards in product displays

· Demonstrate and explain the brass rubbing process to customers

· Maintain stocks of high quality ready rubbed brass rubbings

· Monitor and update information relating to online shop and process orders
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	Box Office

· Ensure the Box Office is manned and well stocked with all relevant information for customers

· Responsible for the housekeeping and maintenance of Databox database
· Responsible for familiarising self and Retail Assistants with the implication of the Data Protection Act, and the management of customer data in accordance with these regulations

· Management of Box Office system, ensuring coordination of date input is correct

· Responsible for housekeeping and maintenance of the Databox database
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	People Management

· Prepare weekly rotas

· Assist the Retail Manager in the recruitment and training of staff

· Daily performance management and coaching of Retail Assistants
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	This is not an exhaustive description of the job, aspects will change over time and the jobholder is expected to contribute to its development and progression.


Nature and scope of the job

Visitors to St Martin's Gift Shop will find a treasure-trove of CDs, books, pictures, jewellery, linen and clothing, as well as religious books.  The London Brass Rubbing Centre is very popular and the box office always busy. 
You will in conjunction with the Retail Manager, plan effective rotas to ensure adequate staffing levels at all times, taking into account busy periods, holidays, deliveries, days off etc.  

In this role you will be working directly with the Retail Manager, Retail Assistants and our customers, providing information about the products we sell, how to select and make brass rubbings and which seats in the Church are available for specific concerts.  You will need to demonstrate the highest levels of customer service and have a positive attitude in everything you do.  

Knowledge, skills and abilities

To be effective in this role you will need to demonstrate knowledge of the following, including formal training where appropriate:

· At least 2 years experience of working in a retail environment and/or box office, at a supervisory level or above
· A knowledge of Databox and the EPOS systems (desirable) or other similar sales or box office systems

· Work in agreed sales profit targets

On top of this you will need to have:

· Excellent customer service delivery
· Good, clear communication skills
· Sound numerical skills
· Drive and commitment to motivate, develop and manage a team
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