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JOB DESCRIPTION

	Job title	
	Shop Manager 

	Contract
	Full Time (37.5 hours per week/5 days over 7 with anticipated weekends and bank holidays) 
Part Time considered for the right candidate.

	Date of revision
	July 2026

	Location
	Marlborough Shop 

	Salary
	£26,500 

	Benefits
	Holiday allowance, staff discount, flexible working, 5% pension contribution, air conditioned workspace.

	Reports to
	Head of Retail

	Line reports
	Shop supervisors and volunteers 



Background
Wiltshire Sight supports blind and partially sighted people across Wiltshire to live independent, active and fulfilling lives.
Our charity shops play an important part in making this possible. As well as generating vital income, they raise awareness of our work, strengthen links with local communities and introduce more people to the support we provide.
Our new Marlborough shop is an exciting addition to our growing retail operation. Alongside our weekly Community Hub in Marlborough, the shop will help increase our visibility within the town and encourage more local people affected by sight loss to access the support we offer.
We're looking for an enthusiastic and commercially minded Shop Manager who enjoys building relationships, leading people and creating successful retail businesses that make a real difference.
Job purpose:
To lead the successful operation of the Marlborough Charity Shop, maximising income through excellent retail standards, outstanding customer service and strong community engagement.
The Shop Manager will recruit, motivate and develop volunteers and staff, encourage donations, build relationships with local people and businesses, and ensure the shop is welcoming, attractive and financially successful.
As one of the public faces of Wiltshire Sight in Marlborough, the Shop Manager will help raise awareness of the charity and ensure people know about the support available for those living with sight loss.
Main Responsibilities
Leadership
Lead and inspire a positive team of employees and volunteers. 
Recruit, train and support volunteers, with the support of our Volunteer Coordinator. 
Create a welcoming, inclusive and enjoyable place to volunteer and work. 
Carry out supervision and day-to-day management of employees. 
Prepare staff and volunteer rotas to ensure effective shop cover. 
Encourage continuous learning and recognise good performance. 
Retail Performance
Maximise sales and profitability by maintaining excellent retail standards. 
Achieve agreed sales, Gift Aid and other performance targets. 
Price donated goods appropriately to maximise income. 
Ensure attractive merchandising and eye-catching window displays. 
Maintain high standards of housekeeping throughout the shop and stockroom. 
Monitor shop performance and identify opportunities to improve income. 
Donations and Stock
Encourage regular donations through excellent customer relationships. 
Develop local donation campaigns and community initiatives. 
Process donations efficiently and maintain effective stock rotation. 
Identify items suitable for online sales or specialist outlets. 
Manage bought-in goods where appropriate. 
Maximise income from textile recycling and other secondary income streams. 
Community Engagement
Build strong relationships with local residents and businesses. 
Promote the shop through local marketing and social media. 
Support local events that raise the profile of Wiltshire Sight. 
Develop opportunities for new volunteers and supporters. 
Work positively with colleagues to raise awareness of Wiltshire Sight's services, including the Marlborough Community Hub. 
Confidently signpost customers and supporters to the charity's services where appropriate. 
Customer Experience
Deliver consistently excellent customer service. 
Create an accessible and welcoming shopping environment. 
Ensure all customers, volunteers and visitors are treated with dignity and respect. 
Respond professionally to customer enquiries and complaints. 
Health & Safety and Compliance
Ensure the shop operates safely and in accordance with all charity policies and procedures. 
Maintain safe systems of work for staff and volunteers. 
Complete required Health & Safety checks and risk assessments. 
Ensure safe handling of cash and donated stock. 
Promote good housekeeping throughout the premises. 
Support the charity's safeguarding responsibilities. 
General
Act as an ambassador for Wiltshire Sight at all times. 
Promote the charity's values and objectives. 
Attend meetings and training as required. 
Work collaboratively with colleagues across the charity. 
Undertake any other duties reasonably requested by the Head of Retail or CEO.

Person Specification
Essential
Experience
Experience of working within a retail environment. 
Experience of delivering high standards of customer service. 
Experience of working towards sales or income targets. 
Skills
Excellent communication and interpersonal skills. 
Strong organisational and planning skills. 
Commercial awareness. 
Ability to motivate staff and volunteers. 
Good problem-solving skills. 
Confident using Microsoft Office and EPOS systems. 
Ability to use social media to promote the shop. 
Good administrative skills. 
Understanding of confidentiality and data protection. 
Personal Qualities
Enthusiastic and self-motivated. 
Friendly and approachable. 
Honest and trustworthy. 
Positive and resilient. 
Creative and proactive. 
Committed to equality, diversity and inclusion. 
Able to undertake the physical aspects of retail work, including handling donated stock, with reasonable adjustments where appropriate. 

Desirable
Charity retail or commercial retail management experience. 
Experience of working with volunteers. 
Visual merchandising experience. 
Community engagement or fundraising experience. 
Full UK driving licence and access to a vehicle.
Additional information
Occasional travel to other Wiltshire Sight locations for meetings or training may be required. 
Flexibility to provide cover in other charity shops may occasionally be required. 
Occasional evening or weekend attendance at community events may be required. 
Wiltshire Sight is committed to safeguarding and promoting the welfare of everyone who comes into contact with the charity. All employees are expected to work in accordance with our safeguarding policies and procedures.
How to apply
Please submit your CV and a cover letter to jo.rouse@sightsupportwest.org.uk
Please ensure your cover letter includes your reasons for applying and any relevant information that can support your application.
End of Document
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