Sept 07

JOB DESCRIPTION

JOB TITLE:


STORE MANAGER DESIGNATE

DEPARTMENT:

TATES RETAIL STORES

RESPONSIBLE TO:

STORE MANAGER (or AREA MANAGER if no Store Manager)


MAIN PURPOSE OF JOB:

To foster a culture of continuous improvement of the store & staff through best working practice to ensure maximum profitability & the control of leakage.

	RESPONSIBLE FOR:

1) SALES & PROFIT

1.1 Offering a high level of customer service.

1.2   The control of set budgets & targets.

RESPONSIBLE FOR:

SALES & PROFIT (Cont)

1.3 Displaying goods in the correct position with regards to SEL’s & company 

plan-o-grams.

1.4 Adherence to company marketing & promotional activity.

1.5 On going sales development of fresh & chilled products.

1.6 Operating an efficient system of stock replenishment & control.

1.7 Development of services as applicable.

(Lottery, Video/DVD, Paypoint, E-Top up etc)

2) CONTROLS

2.1 Control of stock through HHU.

2.2 Control of services as applicable.

(Lottery, Video/DVD, Paypoint, E-Top up, Photocopy etc).

RESPONSIBLE FOR:

       2) CONTROLS (Cont)

2.3 Comply with all procedures, regulations & laws with regard to age related 

products. 

2.4   Paying special attention to the handling/merchandising of stock on fresh

food depts in accordance with food safety procedures.

2.5  Ensuring work areas are kept clean & free from obstruction so far as is 

practicable.

2.6 Ensuring damaged/unsalable goods are removed from sale.

2.7 Correct use if DD1,2,3,4,5 & 6 as applicable.

2.8   Carry out date code checks as required.

RESPONSIBLE  FOR: 

CONTROLS (Cont)

2.9 Ensuring safe & approved methods & systems adhered to in store.

2.10 Keeping store premises & goods secure at all times.

2.11 Keeping store monies secure at all times.

2.12 The correct operation of checkouts in accordance with the specified

company procedure.

RESPONSIBLE FOR:

CONTROLS (Cont)

2.13 Efficient & secure cashing up, spot checks & banking.

2.14 Managing equipment maintenance & failure.

2.15 Efficient use & completion of back office paperwork (admin).

2.16  Control of set budget & targets – LEAKAGE.

2.17  Control of set budget & targets – WASTE.

2.18  Control of set budget & targets – WAGES.

2.19  Control of set budget & targets – COSTS.

2.20 Efficient use of back office IT.

RESPONSIBLE FOR:

3) PEOPLE
3.1   Completion of Induction in the approved time.

3.2 The active promotion of in-house training & Retail Plus.

3.3 To conduct periodic staff performance reviews.

3.4 Demonstrating satisfactory working relationships & respect for colleagues

3.5 Ability to maintain an acceptable work rate & complete duties in a timely 

way.

3.6 To adopt a flexible approach to working  hours in order to discharge the 

company’s obligation to customers.

3.7 Conducting team brief & training as required. 

3.8   Acceptable records of timekeeping & attendance.

RESPONSIBLE FOR:

PEOPLE (Cont)

3.9 Maintaining good communication practices.

3.10 Produces & maintains a staff plan.

3.11 Basic management of personnel issues. 

3.12   Attending meetings, conferences & external courses as required.
	
	MEASURE OF PERFORMANCE

1) SALES & PROFIT

1.1 a. Evidence of ‘Queue Busting’ (Assistance called when 3rd person joins a      

            queue).

        b. Bell system in operation.

        c. SPARkling service principles evident.

        d. Bag packing service offered consistently.

        e. Additional assistance offered where required.

        f. Provides a fast & friendly service.

        g. Compliance with Mystery Shopper criteria.

        h. Can effectively deal with customer queries.

        i. Can effectively deal with customer complaints.

1.2 a. Sales v budget

b. GP v budget & Company average

c. Use of EIS reports.

d. Services v budgets.

e. P&L results used to identify areas for improvement.

MEASURE OF PERFORMANCE:

SALES & PROFIT (Cont)

1.3 a. Implements plan-o-grams with accuracy.

b. Plan-o-grams returned on time.

c. All SEL’s on display & positioned correctly.

1.4 a. Promotional material & stock displayed as per promotional bulletin.

b. Promotion change-over carried out on time.

1.5   a. Availability of milk, chilled, produce, FTG & bread throughout trading

            hours.

        b. Adherence to fresh & chilled promotions & plan-o-grams.

1.6   a. Stock holding levels.

b. Off sales.

c. Prioritising stock replenishment.

1.7 a. Promotional material evident.

b. Sales v Company average.

2) CONTROLS

2.1 a. HHU stock/price check schedule adhered to.

b. Variance reports investigated & action taken as required.

c. All incoming stock scanned.

d. Level of adjustments.

2.2 a. Accurate completion of paper work.

b. Accurate reconciliation of services.

MEASURE OF PERFORMANCE:

2)  CONTROLS (Cont)

2.3 a. Can identify age related products.

b. Has knowledge of how to sell or refuse.

c. Counter signatures evident in refusals book.

        d. Citizens cards (or similar) on display.

e. Relevant training documentation signed & up to date.

f. Relevant licensing notices & document displayed and/or available in store

2.4 a. Awareness of food safety laws & best practices.

b. Trained to basic food hygiene standards.

c. Standard of EHO visit reports.

d. Results of company audits.

2.5 a. Stack displays maintained above knee height & below shoulder height.

b. Acceptable quantity of stock for replenishment allowed on shop floor.

c. Demonstration of good practices for handling packaging.

d. Good housekeeping practices.

2.6 Quality of damaged/unsalable goods on display.

2.7 a. Accuracy of recordings.

b. Regularity of recordings.

c. Number of recordings not entered.

2.8 a. Efficient handling of short code/out of code stock.

b. Weekly commodity group schedule used correctly.

MEASURE OF PERFORMANCE:

CONTROLS (Cont)

2.9 a. Can demonstrate safe lifting practices.

b. Can identify location of first aid box, accident book & H&S manual.

c. Reports accidents & visits by enforcement officers.

d. Conducts fire drills bi-annually.

e. Has knowledge & understanding of the company H&S policy.

f. Correct use if barrier mat & wet floor signage.

g. Risk audits conducted as per company schedule.

2.10 a. Can locate & reset panic button.

b. Awareness of how to deal with shoplifters & problem customers.

c. Can identify stores current leakage result.

d. General level of security awareness.

e. Conducting random staff searches & security checks.

f. Maintaining security of keys, codes & delivery areas.

g. Attending alarm call-outs.

h. Can operate CCTV system.

2.11 a. Can detect & report fraudulent notes & cards.

        b. Compliance to staff purchase rules.

        c. Ensuring staff complete float checks.

        d. Correct procedure used for banking & cash collection.

        e. Level of cash shorts.

2.12 a. Level of voids & refunds.

b. Level of shorts & overs.

c. Accuracy of tills results.

d. Completion of float & spot checks.

e. Errors investigated & action taken as required.

f. Number of customer complaints.

g. Correct use of counter cashe.

MEASURE OF PERFORMANCE:

CONTROLS (Cont)

2.13 a. Accuracy of results.

b. Accuracy of documentation.

c. Number of errors & prompt investigation of errors.

d. Best practice evident for cash security (preparation of banking &            

            bankings awaiting collection).

2.14 a. Correct usage of equipment

b. Reporting abuse of equipment.

c. Reporting defective equipment.

d. Awareness of how to deal with:

                     refrigeration breakdowns

                     power failure

                     alarm problems

                     IT failure

2.15 a. Admin completed efficiently & on time.

b. Ability to meet deadlines for returns.

c. Acceptable filing system in operation.

2.16 a. Leakage v budget

2.17 b. Waste v budget

2.18 c. Wages v budget

2.19 d. Costs v budget

2.20 Has sufficient knowledge of IT systems to efficiently carry out required 

duties.

MEASURE OF PERFORMANCE:

3) PEOPLE

3.1 a. Induction delivered & completed on time to an acceptable standard.

b. No of outstanding inductions.

3.2 a. Company training schedule followed.

b. Satisfactory level of training returns.

c. Ensuring staff attend training co-ordinator/assessor appointments.

d. Ensuring staff attend training sessions.

e. Retail Plus promo material displayed. 

3.3 a. All hourly paid staff received a review in last 6 months. (Exc probationary staff & NPK’s_ 

b. Correct documentation & procedure used.

c. Feedback given.

d. Returns sent to Area Manager on time.

3.4 a. Number of grievances.

b. Degree of professionalism used in dealing with staff conflicts/disputes.

c. Adherence to statements set out in Staff Charter.

3.5 a. Time taken to complete given tasks.

b. Ability to meet deadlines for given tasks.

3.6 a. Flexibility of working hours.

b. Attitude/approach to request for flexibility.

3.7 a. Number of team briefs & training sessions conducted.

        b. Number of risk assessments trained (on additional hazards identified).

3.8 a. No more than 3 incidents of poor timekeeping within the last 3 months.

b. No more than 3 incidents of sickness within 6 months.

MEASURE OF PERFORMANCE:

PEOPLE (Cont)

3.9 a. Does effectively use communication book.

b. Does effectively use company telephone & e-mail.

c. Reads weekly bulletin, memos, e-mails & any other literature from head    

    office (& actions required).

d. Ensures staff are briefed on new information contained in company 

    literature.

e. Evidence of staff care package being actively promoted in staff area.

3.10 a. Staff have 7 days notice (min) of working hours wherever possible.

b. Correct staff at key times.

c. Staff hours used v DMA.

3.11 a. Staff dress rules adhered to.

b. Can effectively handle a wage query.

c. Does investigate absences.

d. Has knowledge & understanding of the following policy statements:

                                  Equal Opportunities

                                  Harassment at Work

                                  Recruitment

                                  Communications

                                  Training

                                  Computer Usage Policy

3.12   a. Acceptable level of attendance.


Signed: ……………………………………………….  Susan Peck

Dated: …………………………………………….

Signed; ……………………………………………….  Manager

