[bookmark: _pkybismz9f1]Paul Sartori Foundation
Job Description – Retail Community Hub Manager
Role Title: Retail Community Store/Hub Manager
Reports to: Head of Retail
Location: Paul Sartori Community Store, Snowdrop Lane, Haverfordwest, SA61 1ET
Responsible for: Assistant Manager, Retail Assistants, Volunteers

[bookmark: _3qj2lev8q91n]Key Aims of the Role
· To manage and lead the Paul Sartori Community Store as a flagship retail and community hub, maximising income through both retail sales and community fundraising activities.
· To act as an ambassador for Paul Sartori Foundation within the community, building strong relationships with local stakeholders, businesses, and supporters to widen the charity’s reach and supporter base.
· To inspire, coach and develop a diverse team of staff and volunteers, ensuring they provide excellent customer service and actively contribute to fundraising and community engagement targets.
· To oversee all operational, financial and compliance aspects of the store, ensuring a safe, efficient, and welcoming environment for staff, volunteers, customers, and community partners.
· To work collaboratively with colleagues in Marketing, Fundraising and across the wider organisation to deliver joined-up initiatives that generate sustainable income for Paul Sartori Foundation’s Hospice at Home services.

[bookmark: _b0afp5two84g]Main Duties and Responsibilities
[bookmark: _3jp3p2v5mcbs]1. Retail Operations and Income Generation
· Lead the commercial running of the Community Store, including merchandising, stock management, pricing, gift aid, and online sales.
· Ensure all sales and fundraising targets are met or exceeded, including income from donated goods, retail gift aid, ticket sales, in-store promotions, and community fundraising.
· Maintain excellent shop standards, layout and visual merchandising to maximise sales and provide an engaging supporter experience.
· Use performance data, sales figures and community feedback to identify opportunities to improve footfall, sales and community engagement.
· Work with the Head of Retail and Marketing Team to deliver promotional campaigns, seasonal events and fundraising initiatives.
[bookmark: _o9pc7uquto70]2. Community Engagement and Fundraising
· Act as the face of Paul Sartori Foundation at the Community Store creating a welcoming environment where the community can engage with the charity.
· Develop relationships with local community groups, schools, businesses and stakeholders to encourage supporter-led fundraising, secure donations, and increase awareness of the charity’s services.
· Organise and run creative in-store fundraising events and community activities that increase engagement and generate additional income.
· Collaborate with the Fundraising Team to support Hospice-led fundraising campaigns, ensuring representation at local supporter events.
· Promote the charity brand and values, building positive relationships that position the Emporium as a vibrant community hub.
[bookmark: _jfkvgytmbs8m]3. Staff and Volunteer Leadership
· Provide full line management of Assistant Manager, Retail Assistants and Volunteers, including recruitment, induction, training, performance management, and appraisals.
· Motivate and engage the team through coaching and mentoring, supporting their personal and professional development.
· Foster a culture of inclusion, recognition and empowerment, where staff and volunteers feel valued and motivated to contribute to success.
· Manage rotas to ensure sufficient cover and minimise the risk of shop closure.
· Identify and develop individuals’ strengths and interests to support both their growth and the delivery of business objectives.
[bookmark: _4f60l0vb9w5a]4. Compliance, Policy and Standards
· Ensure the Emporium operates in full compliance with Health & Safety, safeguarding, HR and charity retail standards.
· Act as the designated Responsible Person for Health & Safety within the Store.
· Maintain accurate records and reporting on income, donations, fundraising, and community activities.
· Undertake risk assessments and ensure the premises are safe and compliant at all times.
· Uphold and promote the charity’s values of Caring, Honesty, Respect and Responsibility.
[bookmark: _hrqo6z2al3q4]5. Collaboration and Strategy
· Contribute to the wider Paul Sartori retail and fundraising strategy by sharing insights and feedback from the community.
· Work closely with the Marketing and Fundraising Teams to deliver joint projects and promotional opportunities.
· Attend meetings with the Retail Management Team and other departments to ensure alignment of goals and sharing of best practice.
· Support the Head of Retail in developing new initiatives and trialling innovative approaches to income generation.

[bookmark: _lyxl70ebox41]Person Specification – Retail Community Store/ Hub Manager
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Experience:
· Minimum 3 years’ experience in a retail management or charity fundraising management role.
· Proven track record of leading teams to achieve income generation targets.
· Experience of community engagement, stakeholder management, and building external partnerships.
· Experience managing both staff and volunteers in a customer-facing environment.
· Strong administration and organisational background.
· Familiar with Health & Safety best practice and compliance requirements.
Knowledge & Skills:
· Excellent interpersonal and communication skills, able to engage confidently with a wide range of people.
· Strong leadership and coaching ability, with a focus on motivating and developing others.
· Ability to analyse performance data and use insight to improve results.
· Creative thinker with experience in organising events or fundraising initiatives.
· Excellent IT skills, including CRM and data management systems.
· Strong organisational skills with the ability to manage multiple priorities.
· High level of integrity, professionalism and attention to detail.
Competencies / Leadership:
· Able to attract, train, develop and inspire a diverse team of staff and volunteers.
· Confident in representing the charity externally and building strong community partnerships.
· Resilient and adaptable, with the ability to handle challenges and resolve conflict.
· Able to take initiative, make sound decisions and work independently within strategic guidelines.
· Commitment to the values and ethos of Paul Sartori Foundation.
Other Requirements:
· Flexibility to work evenings and weekends.
· Willingness to attend community events and represent the charity locally.
· Full driving licence and access to a vehicle.
· Physically able to carry out manual handling as required in a retail environment.
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· Previous experience in the charity retail sector.
· Experience in event management, marketing or promotional activities.
· Knowledge of fundraising, Gift Aid, and charity income streams.
· Experience with EPOS, e-commerce or online sales platforms.
· Ability to speak Welsh.
· Public speaking and presentation skills.

