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Assistant Shop Manager

JOB PACK
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Introducing Harington 

Harington is an Ofsted regulated Independent Training Provider, based in North London, working with around 50 young people with learning differences aged 16-25. Our mission is to create an inclusive environment that delivers outstanding personalised education, learning, and support, which leads to further education, employment opportunities, and a fulfilling life for each of our students.  
 
[bookmark: _Int_26GAVFs1]We specialise in retail, horticulture, and employability skills. Our students undertake individualised learning programmes and Supported Internships that lead to vocational qualifications and achieving personal outcomes. We support the wellbeing of our young people through providing mentoring, counselling, enrichment and one-to-one support.  
 
Our charity has two learning centres in Highgate and Hornsey. We operate two Harington charity shops and a gardening business (the Harington Gardeners); providing income for our charity, work experience placements for our students and employment for young people. We also work with external local employers and partners to provide work experience and other opportunities for our students. 

Role 
 This is an exciting time to join Harington, as we have recently been inspected by Ofsted and have retained our grade of ‘Good’.  We want to ensure that Harington can fulfil and secure its mission to benefit our young people, both now and into the future.  
We’re looking for an Assistant Shop Manager for our bustling Highgate charity shop — a hands-on role for someone who loves charity retail, takes initiative, enjoys responsibility for shop performance, and thrives on working with volunteers to support a meaningful cause
  
Our Benefits  
In addition to excellent staff training, our employees are also rewarded with various other benefits offered as part of your employment:  
· Confidential employee assistance programme   
· Cycle to Work Scheme   
· Fully paid for DBS   
· Contributory pension scheme    
 

Equality, Diversity & Inclusion  
We value diversity and positively welcome applications from all backgrounds. This will help ensure our workforce better reflects the diverse wider community we support. Applicants who declare a disability and meet the minimum criteria for the role will be guaranteed an interview.  
  
Safeguarding  
We are committed to safeguarding and promoting the wellbeing and safety of our students and our staff.  We expect everybody working for the Harington to share this commitment. The successful applicant will be required to undertake an enhanced disclosure through the Disclosure and Barring Service for applications of employment as part of our safeguarding procedures.    
 
Some of our positions involve regulated activity relevant to vulnerable young people. It is a criminal offence for people who are barred from working in regulated activity to apply for roles that require them to work unsupervised with that group. Our vacancies are exempt from the Rehabilitation of Offenders Act 1974.   

How can you apply?   
 To apply please submit your CV and a Personal Statement (no more than 2 x A4 pages), identifying how you meet the essential criteria outlined in the person specification, and why you are interested in becoming Assistant Shop Manager in our shop located in Highgate for Harington.
 
Please send your application to Elena.Alberti@harington.org.uk, Retail Operations Manager. If you experience any issues, please call 07472 424903.

All offers are conditional and subject to satisfactory pre-employment checks and references including an enhanced DBS check. 

	Closing date for applications
	 This vacancy will remain open until a suitable candidate is appointed. Early applications are advised.

	Interviews 
	Interviews will take place on a rolling basis, with successful candidates invited to a trial shift.







[image: ]
JOB DESCRIPTION
JOB TITLE:			Assistant Shop Manager

REPORTING TO:			Shop Manager

RESPONSIBLE FOR:	Work Experience Learners and Volunteers
HOURS:	22.5 hours a week including weekend duties and attendance at evening meetings as required for which time off in lieu are granted.

ANNUAL LEAVE:		25 days (rising to 30 after 5 years’ service), plus 8 days Bank/Public Holidays 

SALARY:			£28.000 per annum pro rata

PROBATION PERIOD:		Probation: 3 months (6-week review), followed by permanent contract

ROLE OVERVIEW:		

We are seeking an Assistant Shop Manager for our busy Highgate charity shop. This hands-on retail role is ideal for someone who enjoys charity retail, thrives on initiative, is motivated to take on responsibility for shop performance, and is passionate about working with volunteers and supporting a meaningful cause.

1. MAIN DUTIES AND RESPONSIBILITIES
About the role
· Support the Shop Manager with the day-to-day running of the shop, taking an active role in maximising income and Gift Aid.
· Drive sales, maintain strong retail and merchandising standards, and contribute to meeting targets.
· Oversee stock processing: sort, quality-check, price, rotate, and creatively merchandise items.
· Assist in recruiting, training, motivating, and supporting a diverse team of volunteers and trainees.
· Take on supervisory and leadership responsibilities in the Shop Manager’s absence.
· Carry out cash handling, till reconciliation, banking, and basic admin, including Gift Aid systems.
· Ensure compliance with health and safety, safeguarding, trading standards, and charity retail policies.
· Promote the charity’s mission in the local community and support local fundraising and promotional activities.
About you
· Retail experience with responsibility for sales and operations, ideally in a charity or not-for-profit environment.
· Experience supervising, supporting, or closely working with volunteers or staff.
· Experience of targets and understanding how shop income supports charitable services.
· Strong organisational skills and ability to prioritise in a busy environment.
· Confident communicator who can motivate and encourage others.
· Comfortable using basic IT (till systems, email, spreadsheets, Gift Aid platforms).
· Positive, proactive, and flexible, with a hands-on approach to shop work.
· Able to work on a Rota including weekends and occasional bank holidays.

2. Person Specification: Assistant Shop Manager
	 Selection Criteria 
	Essential / Desirable  
	Assessment Method 

	Qualifications 
	 
	 

	Relevant retail qualification or training
	D
	AF/C 

	Previous supervisory or team leadership experience
	E 
	AF/C 

	Knowledge 
	 
	 

	Knowledge of charity retail operations and Gift Aid processes
	D 
	AF/I 

	Experience  
	 
	 

	Experience in charity shop and/or retail, ideally at a supervisory or management level
	E 
	AF/I 

	Experience supporting or supervising staff and/or volunteers
	E
	AF/I

	Achieving and exceeding sales targets 
	E
	AF/I

	Experience of stock processing, merchandising, and stock rotation
	E
	I

	Financial management experience – banking, cash handling, daily financial procedures
	E
	I

	Competence in using point of sales systems – knowledge of Tengo would be an advantage
	E
	I

	Understanding of health and safety requirements in a retail environment
	D
	I

	Experience of working with people with learning disabilities and/or learning difficulties
	D
	AF/I

	Experience of and/or ability to coach and train young people at work
	D
	AF/I

	Interest in shop layout to maximise income 
	E
	I

	Good knowledge of stock management
	
E
	
AF/I

	Skills and Ability  
	 
	 

	Excellent customer service skills and the ability to engage effectively with customers and community partners
	E

	AF/I

	A good eye to identify high and low value donations 
	E
	AF/I

	Organisational skills and attention to detail 
	E
	I

	Cash handling, banking, and daily financial procedures
	D
	I

	Digital skills – Fully conversant with Microsoft 365 applications including Word, Excel, Outlook and OneDrive
	E
	AF/I

	Experience working to sales targets and performance objectives
	
D
	
AF/I

	Strong written and verbal communication skills
	
E
	
AF/I

	High levels of energy and enthusiasm and good interpersonal skills 
	E
	I

	Other 
	 
	 

	Commitment to ensuring the safeguarding and wellbeing of vulnerable young people and ability to follow safeguarding procedures 
	
E 
	
I 

	Willing to undertake continuous professional development as necessary
	E
	I

	Knowledge of and a strong commitment to equal opportunities 
	E 
	I 


 
Please ensure that you describe how you meet all essential criteria in your application. 
Notes  
Assessment Method Key: AF = Application Form, C = Certificate, I = Interview 
This post involves working closely with vulnerable young people therefore the appointment will be subject to an Enhanced DBS Disclosure with Barred List checks. 

This list of duties is not intended to be exhaustive but simply highlights some of the major tasks of the post.  
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