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THE SHAKESPEARE HOSPICE 
 

JOB DESCRIPTION 
 

 
Title:     Furniture Store Manager 
 
Line Manager:   Retail Manager  
 
Summary of role:   To work effectively and efficiently to maximise income for the 

Hospice, focusing on sales, merchandising, collections and 
deliveries, stock rotation and excellent customer service, you 
will develop and lead a cohesive team to raise funds and 
promote the work of The Shakespeare Hospice within the 
local community. 

 
Principal Responsibilities: 
 
1. Maximise sales targets of the Charity shop through effective merchandising, 

stock control and display techniques. 
 
2. Deliver the highest standard of courtesy and service to customers and those 

donating goods. 
 
3. Ensure the staff, volunteers and drivers are operating in line with Hospice 

Policies and Procedures and representing the Hospice appropriately. 
 
4. Ensure that Policies and Procedures including Health and Safety, Manual 

Handling and Fire regulations are followed. 
 

5. Ensure trading hours and security arrangements are adhered to.  
 
6. Ensure that the shop premises are clean and tidy and that goods are well 

presented at all times. 
 
7. Organise and manage acceptance, sorting and pricing of donated goods both 

from house collections and shop donations; keeping the work area organised and 
clean.  
 

8. Ensure that all electrical goods are tested in line with legislation. 
 

9. Plan and implement  the delivery and collections schedule, ensuring maximum 
route planning efficiency and advising all customers of our terms and conditions. 

 
10. Reconcile and bank takings daily, control petty cash and compile weekly returns 

in the manager’s absence. 
 
11. Actively promote the store to generate regular donations and active customer 

base, through Facebook, local businesses and charitable organisations. 
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12. Promote the work of the Hospice, reflecting the Hospice vision and values. 
 
13. Attend mandatory and relevant training as identified by the Hospice/Line 

Manager. 
 

14. Participate in the appraisal process annually. 
 
15. Undertake any other duties commensurate with the post. 
 
16. The job description is subject to periodic review as service requirements change 

and in negotiation with the post holder. 
 
 
Background to the job 
 

The post is at one of our Furniture Stores, which is one of seven Hospice shops. The 
store stocks a wide range of furniture, electrical items and soft furnishings. Unlike our 
other shops, it takes large bulky items and we offer a collection and delivery service. 
The ability to handle heavy items is essential. The post holder will also need a clean 
driving licence.  The shops generate revenue and awareness of The Shakespeare 
Hospice, to provide support to people with life limiting illness and their families and 
carers. 
 

The Hospice operates a No Smoking Policy 
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THE SHAKESPEARE HOSPICE 
 

PERSON SPECIFICATION   
 

The successful candidate will need to demonstrate: 

CRITERIA 
E or D = 

Essential 

or 

Desirable 

Assessed: 

A = Application form 

I  = Interview 

T = Test at Interview 

EDUCATION  A I T 

English / Maths GCSE E √   

Retail NVQ 1/3 D √   

WORK EXPERIENCE     

People/Furniture management experience in a Retail 

setting  
E √ √  

Excellent Customer Service and shop presentation skills E √ √  

Experience of working with a team of volunteers within 

a Retail setting 
D √ √  

QUALIFICATIONS/KNOWLEDGE 

Retail skills in selling and customer service, preferably  

to NVQ Level II/III 
E √ √  

Skills in managing a team. D √ √  

Merchandising skills and Stock Rotation E √ √  

Knowledge of The Shakespeare Hospice E √ √  

SKILLS AND ABILITIES 

Professional Attitude and Appearance E √ √  

Excellent communication skills – broad ranging and 

diverse. 
E √ √  

Work on own initiative and the ability to lead a  team in 

the managers’ absence. 
E √ √  

Develop and achieve sales/ targets. E √ √  

Good organisational skills and ability to prioritise tasks. E √ √  

Good IT skills  E √ √  

Confident social media skills D √ √  

Reliable, flexible and punctual with good attention to 

detail. 
E √ √  

Adaptable/flexible/approachable.. E √ √  

 


