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Volunteering Role Description 
 

Charity Shop Manager 
 

We are developing our charity shop and it is well on the way to becoming a 
vibrant and attractive store.  Our ambition is to have the shop open from 
9.30am to 6.00pm each day and to have teams of three volunteers for each 
session. 
 
We are a looking to recruit a Volunteer Shop Manager. If you’re interested 
in helping to run this vital revenue stream, and contribute to our work with 
homeless and vulnerable people we would love to hear from you. 

 
Main responsibility 
To oversee the daily and week-by-week running of the charity shop by: 
 

 Running a shop that looks and feels great.   

 Coordinating and supporting a team of volunteers in order that they feel 
comfortable and equipped for their role.  

 Coordinating a smooth, regular system of donation processing and stock 
rotation.  

 
Tasks 

 Introducing new volunteers to their roles.  
 Giving tasks to volunteers.  
 Train volunteers on different tasks (till, sorting clothes, steaming).  
 Ensuring that window displays are regularly changed in line with current 

themes/ trends/events.   
 Maintain health and safety within the shop environment. 
 To manage and reduce waste by encouraging appropriate donations and 

selling rags on a regular basis using agreed contractors. 
 Help with a monthly shop meeting. 
 Donation processing and sorting which involves light lifting. 
 Staffing the shop when needed.  
 Dealing with customers. 

 
See side 2 
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Entitlements:    
Reasonable travel costs are reimbursed and a free meal when volunteering. 
 
 
Time Commitment:  
Four sessions per week, totalling around 12 hours.   
 
 
This role might suit someone who has: 

 Experience of being part of a team 

 Experience of working within a customer focused environment.  

 Good numeracy and literacy skills. 

 A passion for fashion and clothes? Awareness of trends seasonality.  

 A familiarity with social media and online selling platforms.  
 
 

 


