Job Title: Shop Manager

Responsible to: The Principal and the Business Director

Responsible for:  All staff employed in the shop and reception

Scope:  To ensure that the shop and museum of the National Piping Centre trades profitably and to provide additional reception duties for the National Piping Centre Tuition and Trading .

Salary: £16,500 per annum 

Objectives:

1. To achieve a sales figure of £250,000
2. To achieve a cost of sales not exceeding 55 %

Tasks:

1. To ensure that the area is manned throughout the period of opening for the reception.

2. To carry out required training for the personnel employed and responsible for. 
3. To be responsible for all health and safety within the department.

4. To ensure that the department complies with the businesses fire plan.

5. To ensure that customers who visit the centre or buy from the shop are dealt with in a professional and courteous manner 

6. To ensure that the shop maximises sales at all times both in dealing directly with customers who enter the shop or who buy on line

7. To agree sales prices with the administration director

8. To ensure that the security of the shop stock, cash receipts and equipment are maintained at all days

9. To ensure that all shop transactions are carried out efficiently and that all receipts are banked correctly

10. To ensure that all credit transactions are handled correctly and that correct documentation is maintained in order that we can easily collect payment

11. To ensure that all stock is kept to a minimum and is securely stored at all times

12. To ensure that the companies ordering procedure is adhered to at all times when buying stock
13. To ensure that the till system / sage is maintained up to date at all times in particular that the goods inwards are entered into the system as soon as possible

14. To ensure that the shop display is kept neat and attractive at all times.

15. To ensure that the stock levels are monitored at the end of each calendar month and to carry out random sampling to ensure that the actual stocks agree with sage

16. To be responsible for the NPC mail order activity, to ensure that the web site is kept up to date and priced correctly and also to ensure that all orders are fulfilled correctly and by return

17. To be responsible for bringing to the attention of the Directors any new products or systems which will  improve the profitability of the centre 

18. To be responsible for all the cash takings and ensuring that the banking is carried out correctly on a daily basis

19. To carry out reception duties as required to do so.

20. To carry out any other reasonable task as requested by the directors  
