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GENERAL RETAIL MANAGER

Closing Date: 6pm Monday 27th January 2020

JOB DESCRIPTION

The General Retail Manager (GRM) is responsible for the day-to-day management of New
Galloway Community Shop and and related enterprises, namely two self-catering properties
and community laundry. The business is owned by the New Galloway community through a
community benefit society - New Galloway Community Enterprises Ltd - and performs an
important role in promoting a thriving rural community. The GRM has a vital role in ensuring
that the shop provides a friendly welcoming environment as well as meeting the retail needs
of the community.

The post is for 30 hours per week, and the GRM is responsible for managing several part-
time shop assistants, cleaners and casual staff.

The GRM reports to the Board of New Galloway Community Enterprises Ltd. The retail sub-
committee of the Board is the first point of administrative contact.

PERSON SPECIFICATIONS

Key Competencies

Good personal presentation with excellent communication and interpersonal skills.

Self-motivated, confident, well-organised and innovative and able to work without daily
supervision.

Excellent professional standards of integrity and honesty.

Display sound judgement on issues such as confidentiality, equality and diversity.



Essential Requirements

Good general education. Competent levels of literacy to create written reports and deal with
correspondence. Competent levels of numeracy to understand the financial operation of the
business including budgets, margins and target tracking. Competent computer skills with
Word, Excel and email.

Experience of working with customers in a face-to-face situation in the retail or similar
industries.

Experience of administrative and line-management responsibility.

Ability to work flexibly including some shift and weekend working.

Preferred Requirements

Retail experience in the food and drink sector

Food industry hygiene experience. Understanding of licensing and safety regulations.

Experience in managing budgets, creating accounts and handling VAT.

Experience of marketing and the promotional use of social media and other forms of
advertising.

An understanding of the dynamic of rural communities and experience of working/living in
such an area.

Experience of working with a community-based organisation such as a charity or community
benefit society, or serving as a Trustee with such an organisation.

DUTIES

Retail

COMPLIANCE
Ensure full compliance with food safety and hygiene regulations including HACCP.
Holding, or promptly obtaining, a basic food safety qualification.
Being one of the Personal Licensees for the alcohol licence and the responsible person for
other retail/legal duties as required. By applying for the post you are indicating that you
know of no legal impediment to taking on this role.
Ensuring full legal compliance by the retail team with all relevant regulations such as age-
restricted sales, environmental health, health and safety, weights and measures and fair
trading. Training will be provided if required.
Ensure all Insurances are up to date and in order, working with the appropriate Board
member responsible.



Be aware of staff safety requirements and ensure good practice is maintained.
Adhering to all NGCE policies and procedures.

CUSTOMER RELATIONS
Ensuring that priority is given to the interests of customers at all times and that they
experience the shop as a welcoming place focused on meeting their needs.
Ensuring a clean, attractive and welcoming environment with a strong emphasis on visual
merchandising.
Be responsive wherever possible to customer requests and encourage feedback.
Recognise the role of the shop as an informal community hub.
Encourage customers to donate surplus garden produce for sale in season.
Ensure that shop noticeboards with community information are up to date and well
presented.

STOCK PURCHASING AND CONTROL

Stock control, ordering products and supplies including;
Fresh fruit and veg.
Basic ingredients for inexpensive healthy meals.
‘Economy’ alternatives for products wherever possible.
Address seasonal needs ; anticipate potential disruption - bad weather etc.

Maintain good relationships with suppliers.
Be active in seeking potential new suppliers, especially locally and from environmentally
responsible sources.
Be alert to opportunities to promote products and services, especially seasonally and in
ways which involve the community, such as tasting events.
Periodically carry out surveys of customer satisfaction, footfall and buying trends.

Administration

HUMAN RESOURCES
Line management for retail staff, cleaners and ad hoc staff.
Motivating the team to deliver excellent customer service at all times.
Holding monthly staff meetings.
Managing staff HR issues: rotas, welfare, training, appraisals and discipline.
Managing and facilitating volunteer and work-experience placements.

FINANCE
Oversee the financial operations of the business including the paying of suppliers in line with
contracts, depositing cash and cheques at the Post Office and checking and recording the
hours of hourly paid staff and providing this information to the Board's Treasurer monthly as
required.
Reaching and maintaining sales targets and margins as agreed with the Board.
Working with the Treasurer, maintain and compile the business VAT accounts
Submit quarterly and yearly VAT returns
Maintain the EPOS system and ensure all stock info is accurate



Work with the Treasurer in preparing information for the Accountants to produce Annual
Accounts.
Provide information as required to the NGCE's Audit, Finance & Risk Committee.
Undertake stock checks to an agreed schedule.

REPORTING
Create short overview reports for the bi-monthly Board meetings and attend alternate Board
meetings or otherwise as required.
Ensure shop assistants and other staff are provided with all relevant information for the
purposes of their work.
Manage the maintenance of shop computer systems, fire safety equipment and means of
escape and heating systems and shop security.

SELF-CATERING ACCOMMODATION
Self-catering accommodation - “Skerrow” and “Stroan”
Liaise with the booking agent (currently Discover Scotland) when necessary with regard to
bookings. Deal with enquiries from occupants as necessary. Address other related tasks.
Oversee the work of the cleaners.
Organise minor maintenance work including gardeners, chimney sweep and window
cleaners and inform the handyman of minor repairs required and the appropriate Board
member of major work required.

LAUNDRY
Oversee the booking process for the laundry and the operation of the service including
maintenance and cleaning.

OTHER DUTIES as from time to time required.

OTHER INFORMATION

IT Equipment
All IT equipment required for the role will be provided and maintained by NGCE for use
within our guidelines.

Staffing Levels
The shop will usually be staffed by one person, two at busier times, staffing patterns to be
determined by the General Retail Manager in consultation with the Board's retail sub-
committee.



SALARY & TERMS OF EMPLOYMENT

Hours of Employment: 30 hours per week. Flexible to meet the needs of the post and in
agreement with the Board. Some early morning and weekend work may be required.
Occasional attendance at evening meetings on NGCE business.

Annual Salary: £17,100 paid monthly.

Start Date: 2nd March 2020 or as soon after as possible.

Contract duration: Initially two years. 6-month probation period

Reporting lines/ support: The General Retail Manager will report to the Chair of the Board
of New Galloway Community Enterprises Ltd, or their delegate. A small sub-committee will
be the immediate point of operational contact at least once a month. The GRM will have six-
monthly appraisal meetings with the Chair or their deputy to agree, set and review
performance targets.
The GRM will also be allocated, as another point of contact, a Board member not regularly
involved in the retail activity, to provide informal support.

Pension: NGCE contributes to Pension provision at 2% of salary.

Annual Leave: 21 days paid holiday per year.

Location: New Galloway Community Shop, New Galloway, or such other place designated
by the Board.

Co-Workers:
The General Retail Manager has a staff of several part-time assistants.
There are also part-time cleaners and gardener and handyman as required.
NGCE also employs a part-time Community Engagement Worker (CEW) charged with
furthering the economic and social well-being of the community. The CEW works
independently of the GRM and is of equal status, both reporting separately to the Chair of
the Board. While there is no formal connection between the posts, the expectation is that a
constructive and collaborative relationship will be maintained.

Full employment rights.

Detailed conditions are provided in the Staff Hand Book



BACKGROUND INFORMATION

New Galloway Community Enterprises Ltd (NGCE) is a Community Benefit Society owned
by some 250 shareholders, two thirds of whom live in the New Galloway area and all have
some connection or affinity with the community. As a Community Benefit Society it can trade
for profit but all profits must be used for the benefit of the community. It is managed by a 9-
member Board (also known as the Management Committee) elected by the shareholders.

As well as the shop, NGCE operates two self-catering units, a community laundry and
employs a Community Engagement Worker tasked with furthering the social and economic
well being of the community.

NGCE was set up in 2015 when New Galloway faced losing its last general store. It secured
funding from the Big Lottery’s ‘Growing Community Assets Fund’ and purchased and
converted the last shop and owner’s house and opened as a community shop in July 2017.

FURTHER INFORMATION
More information can be obtained by contacting the chair, Mike Brown, at
NGCE5000@gmail or on 01644 420 267

HOW TO APPLY

Applications should be made by email or hard copy and should be submitted by 6pm
on Monday 27th January, 2020.
Please provide a relevant CV and a covering letter explaining why you are attracted
to this post and outlining your experience in the field and relevant skills, qualifications
and attributes.
You should also supply the names of two referees. We will not approach your
referees without first informing you.
Email applications should be sent to ngce5000@gmail.com
Written applications should be posted or delivered in an envelope marked
'GRM APPLICATION" to

NGCE
Community Shop
High Street
New Galloway
Castle Douglas
DG7 3RN

It is intended to hold interviews during the week beginning 3rd February.


