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VillageXchange

Job Description
	
Charity Shop Manager
Employer: St Mary’s Church – Edwinstowe PCC

[bookmark: _heading=h.4xmdnzg1rsu9]Responsible to: Priest in Charge (or delegated body)
Hours: 30 hours per week 
(shop open Tues-Sat:  10am-3pm = 25 hours plus 5 hours for prep/admin/ meetings)
Salary: £16 per hour, £24960 per annum
Contract: Permanent 
Closing date: Sunday 1st November 2026 
About the Village Xchange
Village Xchange is St Mary’s Church community charity shop in Edwinstowe, raising funds to support the work of St Mary’s Church and to benefit other local and national charities as chosen by the PCC.
The role
The Charity Shop Manager will be responsible for the effective day-to-day operation of Village Xchange, ensuring that the shop provides excellent customer service, generates as much income as reasonably possible and remains a positive and enjoyable place for volunteers to work.
This is a hands-on role. The successful candidate will enjoy working alongside volunteers, customers and donors and will take pride in creating a welcoming, well-presented and successful charity shop.
The manager will lead and support the volunteer team, oversee donations and stock, manage the shop's finances and administration, and work with the Priest in charge (or designated person) to develop the shop. The postholder will work in a way that is consistent with the mission and values of the Church of England.


Key Responsibilities
The Charity Shop Manager will:
Shop Management and Community Engagement
· Take overall responsibility for the day-to-day running of the shop.
· Act as a welcoming and approachable representative of St Mary’s Church on the High Street.
· Promote St Mary’s Church and its “Love at the Heart of Life” message, working in a way that is sympathetic to the Church of England.
· Encourage a consistent supply of good-quality donated goods.
· Ensure that stock is sorted, labelled, priced and rotated, maintaining appropriate quality standards and well-stocked rails and shelves.
· Coordinate the recycling, safe storage and disposal of unsaleable or surplus stock, liaising with recycling contractors where required.
· Attend management meetings with the Priest-in-Charge and church representatives as required.
· Hold regular volunteer meetings to share information and listen to ideas or concerns.
· Maintain a daily record of shop activity, including takings, volunteer attendance and any issues.
· Promptly report significant issues involving volunteers, the landlord, neighbours or members of the public to the Priest-in-Charge (or designated PCC rep).
· Maintain and update Village Xchange’s social media presence.
· Ensure window displays reflect seasons, events and promotional priorities.
Safeguarding and Volunteer Management
· Liaise effectively with the Priest-in-Charge and/or Parish Safeguarding Officer to report safeguarding concerns involving any child or adult at risk, and confirm that all shop volunteers complete the required safeguarding training.
· Follow agreed best-practice procedures for safeguarding, volunteer training and engagement, and data protection, including the secure and confidential management of volunteer records.
· Recruit (in conjunction with the priest in charge), welcome, train, and motivate volunteers in accordance with the agreed procedures.
· Prepare and manage volunteer rotas.
· Allocate and delegate tasks appropriately according to volunteers' abilities and availability.
· Create a friendly, inclusive and respectful working environment.
· Recognise and value the contribution made by volunteers.
· Address any conduct or interpersonal issues appropriately and, where necessary, refer matters to the priest in charge (or designated PCC rep)
Finance and Income Generation
· Maximise the shop’s income and trading potential.
· Select the most appropriate sales channel for individual items, including approved online marketplaces such as Vinted, Facebook, MusicMagpie and Vintage Cash Cow.
· Work within agreed budgets and financial procedures.
· Maintain accurate records relating to sales, cash, banking and other shop income.
· Reconcile and bank takings at least weekly, following agreed financial controls.


Health and Safety
· Follow and promote agreed procedures for health and safety, fire safety, and the reporting of accidents, incidents and near misses.
· Report any maintenance issues promptly.
· Ensure required inspections, checks, and maintenance—including first aid supplies, PAT testing, fire-extinguisher servicing and emergency-lighting checks—are completed and recorded.
· Maintain an up-to-date list of authorised keyholders
General
The post holder will be expected to:
· Maintain confidentiality in relation to the PCC, volunteers, customers and donors.
· Undertake other reasonable duties consistent with the responsibilities of the post.
This job description is intended as a guide to the main duties of the post and may be reviewed as the needs of Village Xchange develop.
Equality, diversity and inclusion
St Mary’s PCC and the Village Xchange welcomes applications from people from all backgrounds. We are committed to providing an inclusive environment in which volunteers, staff, customers and donors are treated with dignity and respect.
We will consider reasonable adjustments for applicants and employees with disabilities or other relevant needs.
Appointment is subject to a satisfactory Disclosure and Barring Service (DBS) check at the level appropriate to the role.
Mandatory Training (will be provided once appointed)
· Church of England safeguarding training at the Basic Awareness and Foundation levels.
· First Aid at Work.
· Sexual harassment training
· Manual handling training
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Person Specification

	Factor
	Essential
	Desirable

	Experience and Knowledge
	· Experience of coordinating or supervising other people.
· Experience of handling money and maintaining accurate records.
· Experience of working independently and taking responsibility for day-to-day tasks.
· Understanding of the critical contribution volunteers make to service delivery.
· Confidence in using, or willingness to learn, point-of-sale systems and procedures for cash handling and banking.
· Understanding of safeguarding and data protection.

	Retail or other relevant commercial experience.
· Knowledge of charity or voluntary-sector retail.
· Experience of leading and motivating volunteers.
· Experience of recruiting, inducting, training and supervising volunteers.
· Experience of budget or financial management.
· Experience of working within a community organisation or small charity.

	Skills
	· Clear, concise and confident communication skills.
· Strong organisational skills and the ability to prioritise competing demands.
· Good numeracy and confidence handling cash and financial information.
· Ability to lead a retail operation with energy, focus and sound judgement.
· Ability to motivate, support and work constructively with volunteers.
· Basic IT skills and confidence learning new systems.
· Ability to assess, sort, price and present donated goods effectively.
· Ability to use initiative and solve problems without always requiring direction.
· Ability to maintain appropriate professional boundaries while developing positive relationships with volunteers and customers.
	· Experience of using social media or online marketplaces to support retail sales and promotion.

	Personal Qualities
	· Enthusiastic, self-motivated and dependable.
· Able to build positive working relationships and demonstrate strong interpersonal skills.
· Tactful, diplomatic and able to use initiative.
· Resilient and committed to continuous improvement.
· Committed to supporting the mission and values of St Mary’s Church and working respectfully within a Church of England setting.
	· Active involvement in a Christian church community.
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