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Job Description and Person Specification
Location: Skipton Preloved Shop
Post: Assistant Shop Manager
Salary: £26,227 pro rata based on a 37 hour week full time
Hours: 15 hours per week plus 2 in every 6 Sundays
Accountable to: Shop Manager
Responsible for: Volunteers 
Role Purpose
The Assistant Shop Manager will support the Shop Manager in the effective day-to-day running of Cancer Support Yorkshire’s Skipton Preloved Shop. The postholder will help maximise income from donated goods, provide excellent customer and donor service, support volunteers, and ensure the shop operates safely, legally and in line with organisational policies and values. The Assistant Shop Manager will deputise for the Shop Manager when required.
Key Responsibilities
Shop Operations and Customer Service
· Support the Shop Manager with the daily operation of the shop, including opening and closing, key holding, security, cash handling and banking where authorised.
· Assist in ensuring the shop is open to the public during agreed hours and help identify additional opening opportunities during busy periods.
· Help maintain a welcoming, safe and professional shop environment for customers, donors, volunteers and visitors.
· Deliver excellent customer service and actively promote the work and values of Cancer Support Yorkshire.
Sales, Stock and Income Generation
· Support the Shop Manager to maximise income from donated goods through effective sorting, pricing, display and stock rotation.
· Assist with identifying higher-value items for eBay and other online listings.
· Maintain visual merchandising standards to support sales, customer flow and brand awareness.
· Assist with managing donated stock, including storage at the off-site lock-up and disposal of unsuitable or unsellable items in line with procedures.
Volunteer Leadership
· Support the Shop Manager with the recruitment, induction, training, support and supervision of volunteers, liaising with Head Office where appropriate.
· Assist with preparing weekly rotas and arranging cover for holidays, sickness and busy trading periods.
· Encourage volunteers to provide high-quality service and contribute to shop targets and organisational objectives.
· Promote an inclusive, supportive and positive team culture aligned with Cancer Support Yorkshire’s values.
Finance, Gift Aid and Administration
· Carry out accurate daily cash handling, banking and financial record keeping as delegated and in line with Cancer Support Yorkshire procedures.
· Support the Shop Manager and Finance Manager with financial administration, budget monitoring and reporting where required.
· Promote and administer Gift Aid effectively, ensuring compliance with relevant procedures.
· Maintain accurate records and ensure shop data is stored and backed up appropriately.
Compliance and Health and Safety
· Support the Shop Manager to ensure the shop complies with relevant policies, procedures and legal requirements, including health and safety, trading standards and data protection.
· Maintain safe working practices for staff, volunteers, customers and donors.
· Ensure appropriate processes are followed for electrical goods and other regulated donations, including PAT testing where applicable.
· Report maintenance, safety or compliance concerns promptly and take appropriate action within delegated authority.
Planning and Communication
· Contribute to staff meetings, planning discussions and shop improvement activities as required.
· Provide updates to the Shop Manager on shop performance, volunteer matters, operational issues and opportunities for improvement.
· Build positive relationships with customers, donors, local communities and colleagues to support the charity’s profile and income generation.
Person Specification
Essential Criteria
· Experience of supervising, supporting or coordinating staff, volunteers or teams in a retail, customer service or charity environment.
· Good understanding of retail operations, including stock management, pricing, merchandising, customer service and sales targets.
· Experience of cash handling, basic financial administration and working to procedures.
· Excellent communication and interpersonal skills, with the ability to engage confidently with volunteers, customers, donors and colleagues.
· Good organisational skills, with the ability to prioritise tasks, support rotas and respond flexibly to operational demands.
· Confidence using Microsoft Office applications, email and basic digital systems.
· Commitment to equality, diversity and inclusion, and to working within Cancer Support Yorkshire’s policies and procedures.
· Eligibility to work in the UK.
· Ability to travel to the off-site lock-up, Head Office and other relevant locations as required.
· Ability to handle, lift and move donated stock safely and regularly.
Desirable Criteria
· Previous experience in charity retail, fashion retail or community-based retail.
· Experience of supporting, training or motivating volunteers.
· Knowledge of Gift Aid processes and charity retail compliance.
· Experience selling items online, including through eBay or similar platforms.
· Experience supporting performance monitoring, income generation activities or shop improvement plans.
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