[image: logo-uob-resize[1]]
Job Description

	Job title:
	Retail Store Manager

	Department/School:
	Campus Services

	Grade:
	6

	Location:
	University of Bath



	Job purpose

	· To be responsible for the delivery of front and back of house operations within The Market, a small, busy convenience store. 
· To Provide leadership, management and guidance to a team of retail staff ensuring that the highest standards are met within The Market
· To be responsible for maximising profitability of The Market through leading on precise daily orders along with all other stock control routines.



	Source and nature of management provided 

	Retail Operations Manager 



	Staff management responsibility

	Direct staff management of:
Assistant Manager
Supervisors
Retail Assistants

Responsible for the overall management of the entire operational team within The Market including casual student staff



	Special conditions 

	The duties of the role are such that work outside normal hours will occasionally be required. When this is necessary, adequate notice will be given, and time off in lieu may be taken by arrangement with the Retail Operations Manager. 




	Main duties and responsibilities 

	The Market Store Operations Management 

	1
	Provide leadership to The Market Team in line with departmental culture, priorities and objectives. Contextualising, engaging and generating buy-in and change as required. Understand department and team culture, working to shift as required.

	2
	To be responsible for process of recruitment and training all new staff in The Market including hourly paid casuals. This will include liaising with HR, training and systems teams to ensure all new staff have a positive onboarding experience and integrate well with the existing team members. 

	3
	To publish rotas, ensuring sufficient coverage for all routines and activities. Taking into account any training, holiday, absence or other impacts and delivering this within the agreed budget set by the Retail Operations Manager. To highlight any concerns of overspend or additional resource requirements at the earliest opportunity.  

	4
	Review wastage/reduce to clear reports daily to highlight issues and take immediate action to resolve. 

	5 
	To be responsible for The Market team completion of all statutory and mandatory training, including online, in person and external portals. This will require planning, liaison with training team and reporting completion rate progress to the Retail Operations Manager. 

	6
	To ensure promotion of events throughout the year with appropriate ranges, as per the department calendar liaising with Marketing/EDI teams to highlight as part of our commitment to our community

	7
	Accountable for ensuring all monthly and quarterly audits are completed within The Market, checking that failures have been reported, actioned and closed down.  

	8
	Responsible for investigating any incidents relating to health and safety, accidents, incidents or food safety issues. To ensure all reports are completed to the appropriate standard within the agreed timeframes and all relevant stakeholders are updated throughout.

	9
	Responsible for reporting Maintenance issues inline with maintenance callout process and following through to ensure completion within timescales

	10
	Respond to Market store emails, from basic queries to more complex requests/complaints in line with University policy

	11
	To manage the Bathunigifts website, regularly updating products, maintaining stock levels and ensuring all orders are fulfilled within required timeframe

	Supply Chain Management and Finance

	12
	Responsible for all orders being placed within correct order windows, across numerous suppliers to ensure sufficient availability. To utilise different suppliers, and variety of tools available to manage an increasingly fragile supply chain, mitigating impact of global pressures.
 
To take immediate action as and when suppliers fail, utilising contingency suppliers and being proactive in putting in place a resolution at earliest opportunity. 

	13
	To signoff proofs for university branded merchandise, ensuring all products produced follow the correct guidelines

	14
	Responsible for ensuring correct goods receipt procedures of all deliveries, and that any claims/supplier issues are properly recorded on the relevant log, liaising with Finance/Systems teams as appropriate. 

	15
	Analyse regular stock checks investigating variances and taking appropriate action, reporting any issues to Retail Operations Manager.

	16
	Responsible for logging tickets to systems team relating to new products/price change requirements along with any other support required. To provide clear information in a timely manner giving sufficient notice so as to be completed.

	17
	To complete regular reviews of product margins, ensuring that all items are priced in line with department GP% targets and any significant changes or problems are logged as a priority to the systems team

	People Management

	18
	Accountable for holding regular team briefings and 1-1’s with the team, ensuring they understand their role and how their work fits within the department and wider organisation. 

	19
	Ensure effective communication throughout the team, that all department messages, Store performance and events are shared through the appropriate channels (updating posters, weekly bulletins and in person discussion)

	20
	Responsible for ensuring a fair and robust approach to sickness absence management. To ensure accurate completion of all return to work forms, sickness absence review meetings, uploading of documentation. To ensure all relevant fit notes/meeting outcomes are properly uploaded and all actions taken – seeking HR advice at all stages. 

	21
	Responsible for ensuring relevant tools for recognition, reward and development are used as appropriate throughout the department. To encourage and champion opportunities to grow and develop within the department as well as the wider University.

	General

	22
	Continually consider broad departmental and University sustainability (financial, social and environmental) as central to all projects, decisions, recommendations and activities. 

	23
	Ensure barriers, risks and opportunities are identified and consistently shared with the Retail Operations Manager

	24
	Contribute to achieving the Campus Services departmental objectives 

	25
	Maintain good practice in line with University policies and procedures, particularly relating to Equality & Diversity, Health & Safety and environmental issues.

	From time to time you may be asked to assist in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities. 
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
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Person Specification


	Criteria:  Qualifications and Training
	Essential
	Desirable

	Educated to A Level or equivalent
	√
	

	Educated to degree level
	
	√

	Other Professional qualifications
	
	√




	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Demonstrable experience of retail store management
	
√
	


	Demonstrable experience of training, managing and developing staff
	√
	

	Experience of working within a Higher Education Institution
	
	√

	Demonstrable experience of managing priorities
	√
	

	Ability to manage stakeholder relations
	√
	

	Experience of working in or knowledge of some of the disciplines within the department/university
	
	√

	
	
	

	Experience of managing change 
	
	√

	Demonstrable experience working with EPOS systems
	√

	

	Demonstrable experience in using AGRESSO
	
	√


	Demonstrable experience in using Microsoft Office Applications
	√

	




	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Demonstrable experience in line management of operational teams
	√

	

	Excellent verbal and written communication skills
	√

	

	Good organisational and self-management skills
	√

	

	The ability to work within and contribute to a team
	√

	

	Ability to manage expectations and workloads
	√

	







	   
Effective Behaviours Framework- Delivering the Experience

Campus Services has identified a set of effective behaviours or ‘acts’ which we value and have found to be consistent with high performance. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these ‘acts’ previously. 


	Striving for Excellence:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Producing a high standard of work and consistently meeting objectives.  
  

	Providing Outstanding Service:
Willing and able to provide a professional, friendly and quality service to students, staff, commercial customers, visitors and suppliers. Displaying a positive ‘can-do’ attitude and tailoring the service to suit differing customer needs. 
  

	Problem Solving:
Able to remain calm under pressure and use initiative to overcome issues. Being proactive to ensure problems are not repeated and able to make suggestions on how we can improve. 
  

	Being Adaptable & Flexible:
Being open to new ideas and ways of working. Able to respond to shifting priorities and support colleagues when required.  


	Doing the Right Thing:
Being aware of how your behaviour impacts others. Showing respect and tolerance, being open and honest. Supporting environmental and fair-trade campaigns within Campus Services. 


	Caring:
Having a genuine desire to support others well-being. Being kind and compassionate to colleagues and customers. 


	Teamwork
Building effective working relationships. Working co-operatively with a wide range of inter-personal skills.   


	Developing self and others:
Showing commitment to own development. Seeking and accepting feedback.    
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