
 

Emmaus Sheffield – Job Description 
 
 

Job Title: Shop Supervisor 

Salary: £17,550  

Leave entitlement 28 days per annum not including bank holidays 

Hours: 37.5 hours per week including weekends and bank holidays 

Reporting to: Retail Sales Manager/Deputy Community Manager 

Responsible for: Shop Sales and  Daily Running of Shop  

Main objectives: In this exciting and varied role you will be reporting to and working closely with the Retail Sales 
Manager/Deputy Community Manager to ensure the day to day smooth running of our Charity 
shop. This will include, optimising sales and carrying out administration, overseeing collections 
and deliveries, managing and training volunteers and companions and creating a positive and 
fulfilling working environment for all. 

Role responsibilities:  Daily running of the Community shop and Vans.  

 To act as a key holder for the Shop and premises when required. 

 Supervising and working alongside Companions and volunteers to create an inspiring and 
friendly atmosphere for customers and the community. 

 Keeping the shop fully stocked and in good order. Ensuring the goods on sale are to a high 
standard of cleanliness, in good working order and in saleable condition. 

 Pricing stock, taking into account customer satisfaction and competitive rates. 

 Merchandising and displaying items on the shop floor. 

 Liaising with the van team to ensure an efficient collection and delivery service, dealing with 
any issues arising in these areas. 

 Overseeing the safe and efficient running of the warehouse and other storage areas. 

 Maintaining a high quality of customer service. Serving customers, handling money and 
credit/debit card transactions. 

 Responsible for applying till procedures and cashing up at the end of the day.  

 Handle administration of the retail area of the business, including  
o Capturing and collating sales marketing data  
o Dealing with customer enquiries, on the phone and in person. Providing assistance in 

response to general enquiries 
o Keeping accurate financial sales records in accordance with the systems in place. 

 
Other Duties 

 Communicate regularly and effectively with other members of staff and Companions to 
ensure smooth handover between days. 

 Ensure that health and safety policy and procedures are understood and implemented by 
Companions, staff and volunteers. 

 To carry out any other duties deemed appropriate by management 
 

General: Emmaus Sheffield works with vulnerable people. Staff and volunteers must observe the proper 
demarcation and professional boundaries while performing their role. 
 
The post holder must always act in a way which will maintain the good reputation of Emmaus 
Sheffield, upholding the policies and procedures of Emmaus Sheffield. The post holder will strive 
to preserve good working relationships with staff, volunteers, companions and the trustees, 
keeping the appropriate key personnel well informed of significant matters. 

 
 



Emmaus Sheffield – Person Specification 

 
Job Title: Retail Supervisor 

  

Essential Desirable 

 

Training, Experience and Qualifications 

Good general education, this should include Maths and 
English to GCSE grade C or above, or equivalent level 
 
Retail experience 
 
Financial Experience: including cashing up, banking, 
keeping clear records and pricing systems 
 
Full Driving licence  
 

Retail management experience  
 
 
Experience of working in an organisation which works with 
vulnerable or disadvantaged people 
   

Knowledge, Skills and Abilities 

Good customer service skills 
 
Great communication and interpersonal skills, an 
understanding of building a positive working environment 
for all and developing an effective and supportive team 
 
Effective time management and organisational skills, 
ability to multi task 
 
Sales ability, the drive and energy to meet targets 
 
A positive can do attitude 
 
Able to use Microsoft Office packages, in particular Excel 
and Word 
 
Ability to remain calm under pressure 
 
Knowledge of professional boundaries 
 
Conflict resolution 
 
A team player 
 
Ability to be flexible with hours as and when needed 
 
 
 
 

Innovative and entrepreneurial  
 
Knowledge of market and current trends in retail 
 
Design and creative flair to display stock attractively 
 
Understanding and knowledge of  Emmaus Sheffield and 
issues surrounding homelessness 
 
Data protection 
 

 


