
 

 

 
 
 
 

 

 

JOB DESCRIPTION 

Charity Shop Supervisor 

JOB TITLE:  Charity Shop Supervisor  

REPORTING TO:  Charity Shop Manager 

LOCATION: Campden Home Nursing Charity Shop, Chipping Campden 

                                        ___________________________ 

ROLE SUMMARY  

The Charity Shop Supervisor will work closely with the Charity Shop Manager to ensure the 
effective management of volunteers, stock rotation and administration.  The role may also 
on occasions encompass supporting the Communications team with the Charity Shop’s 
social media accounts, to maximise awareness and promote the Charity Shop. 
 
MAIN RESPONSIBILITIES 
 Maximise sales targets for the Charity Shop and online sales through effective 

merchandising, stock control and display techniques. 
 Assist in managing the Volunteers.  
 Support the Shop Manager to motivate and train staff and volunteers to deliver 

excellent customer service and present a professional image to staff, volunteers, and 
customers, always reflecting the image and reputation of Campden Home Nursing. 

 Deliver excellent service and ensure all staff and volunteers always present a 
professional image to customers and reputation of Campden Home Nursing. 

 Support in providing and creating engaging social media communications in 
conjunction with the Communications team, regularly contributing to key messaging. 

 
Shop Management and Stock Control 
 Work with the Charity Shop Manager to ensure shop sales performance is maximised, 

actively seeking ways to improve the shop’s performance on a continuous basis. 
Maintaining an effective, profitable merchandise mix, reflecting customer profile and 
seasonal trends. 



 Maintain high levels of personal competency in the operation of EPOS systems and 
provide induction, training, ongoing support, and advice to all users of the shop EPOS 
system. 

 Ensure that efficient and organised stock room systems are maintained to maximise 
processing levels and income. 

 Manage the day-to-day retailing activity in the shop, undertaking physical tasks when 
required and delegating to volunteers where appropriate. 

 Run efficient and regular recycling and refuse systems to ensure efficient use of space 
in the shop. 

 Ensure that paperwork relating to Gift Aid is always completed and as many people as 
possible are signed up. 

 
 
Other Responsibilities 
 Foster and promote the Values of Campden Home Nursing and the Charity 

expectations of behaviour and attitudes especially among the volunteers, having 
regards for the reputation of the Charity. 

 Promote the work of Campden Home Nursing while meeting customers, to act as an 
Ambassador, the Charity and be its ‘face’ to the public. 

 Undertake all mandatory training as required. 
 Participate in annual appraisals and support the Charity Shop Manager as required. 
 Undertake any other duties commensurate with the role. 
 Always maintain confidentiality regarding the takings or other operational running of 

the shop or Charity. 
 
 
PERSON SPECIFICATION 
 
Essential Qualities 
General Education – including English/Maths GCSE level 
Team Management Skills 
Excellent Communication Skills 
Excellent Organisation Skills 
Reliable, Flexible, Punctual, uses initiative with good attention to detail 
Must be flexible all weeks of the year except when on holiday to provide cover as required 
 
Desirable Qualities 
Retail Management experience or experience in a retail preferably in Charity Sector 
Experience in managing teams of volunteers 
EPOS System experience 
Retail NVQ 2/3 
Excellent IT Skills 
 
 


