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Whittingham Road
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Job Description - Retail Supervisor
	Line Manager:
	Procurement and Retail Manager

	Contacts:
	College Staff, Students, Suppliers, Contractors, General Public, College Stakeholders, Government Agencies

	Job Purpose:
	To supervise a large team of staff supported by two deputies; ensuring a high-quality service is provided to students and staff at College.  Expanding on sales and reviewing trends and stock. This will be achieved through confident people skills, efficient and effective staff rotas, innovation, and up to date knowledge of procedures and statutory requirements 

	Hours:
	40 hours per week.  Occasional extra hours and weekend work may be required, for which time off in lieu is given.  Staff are expected to support College events outside of core business hours.

	Salary:
	£20,972 


	Annual Leave:
	The leave year runs from 1 August to 31 July
25 days and 8 days Bank Holiday (5 days annual leave must be used for College Closure Days)

	Pension:
	NEST pension scheme


	Staff Benefits:
	https://jobs.halesowen.ac.uk/index.cfm?action=content&content=1


Duties and Responsibilities:

1. Day to day supervision of facilities and staff at Whittingham Road, Coombswood and Shenstone House and its functions to ensure excellent levels of service at all times.
2. To organise and arrange the staff rotas on a weekly basis:

· Scheduling staff to fit their weekly and termly hours as appropriate.

· Managing the annual leave and TOIL ensuring sufficient staff are available at peak times.

· Ensuring efficient use of overtime as part of the decision-making process.

· To rota casual staff as and when required.
3. Recruit/Induct/Probation Reviews
· Interview for staff ensuring Safer Recruitment and equality of opportunity is embedded into the process

· Induct new staff setting out expectations and ensuring sufficient training is provided in order for each staff member to fulfil their job role

· Set the “Expectations and Objectives” and conduct first and second probationary reviews
4. Staff Performance

· To appraise all staff in accordance with the Appraisal Policy
· To review training needs

· To align communication and training for staff with the Business Plan

· To manage underperformance through support and formal processes

5. Supervision and Team Leadership

a) Attend monthly management meetings and work closely with other HCE managers.

b) To set up the retail outlets on a daily basis and including counting the floats out in to the tills and the setting up of Starbucks in accordance with Starbucks’ franchise agreement.

c) To oversee deliveries on a daily basis.

d) To be responsible for banking the previous days’ takings and to investigate any overs and shortages on the till totals and to record on till analysis sheet up to the value of £5 (or refer matters to Commercial and Procurement Manager)

e) Ensure that the sales are achieved in line with costs under the direction of the Retail and Procurement Manager.

f) To ensure that the hygiene and food safety regulations are adhered to, liaising with the College Health and Safety Manager and other outside bodies as appropriate.
g) To be responsible for the ordering and administrative processes.

h) To arrange termly stock takes.
i) To be responsible for the security of the stock and the outlets.
j) To manage stock rotation and stock replenishment.  
k) To ensure the range of goods meets student needs (considering dietary, religious and allergen needs) at the time required.
l) To organise promotional and seasonal events.
m) Obtain customer feedback and improve food and drink offers 
n) To promote healthy eating
o) Ensure that the stock complies with the EU Food Information for Consumers Regulation and Food Agency Standards.
p) Ensure COSHH is complied with for cleaning fluids/ingredients 
q) Report faults and maintenance requests and ensure equipment is in safe and working order
6. Any other duties commensurate with the grade.

Under DBS legislation and guidelines this is a regulated activity.
Disclosure and Barring Service Check 
This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS. The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice Halesowen College Enterprise Limited ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists. 
Data Protection
You are required to meet the specifications of the HCE’s Data Protection Policy as part of your conditions of employment.  This will include information relating to past and prospective employees, children and students, suppliers and customers
Health and Safety
The College, HCE and its workers have legal obligations in respect of the health, safety and welfare of persons at work and the protection of others against risks to health and safety in connection with their activities.  Specific health and safety responsibilities are detailed in the College Health and Safety Policy. 
Smoking  

Halesowen College is a designated smoke-free environment within the perimeter of all College property by order of the College Governors.  This rule applies equally to staff and students, and to all categories of visitor.  Acceptance of this rule is a condition of employment for staff, and a condition of being a student for students.

Harassment and Discrimination

You have a duty not to discriminate against or harass colleagues, contractors, students, parents, guardians or potential students or other College visitors, by reason of their age, sex, sexual orientation, gender re-assignment, marriage and civil partnership, pregnancy or maternity, race, disability or religion and belief.

Safeguarding and Staff Code of Conduct

You have a duty to abide by the Staff Code of Conduct and Safeguarding Policy.

Safeguarding 
HCE ltd is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
Successful applicants will be subject to an enhanced Disclosure and Barring check.

Equality and Diversity

HCE ltd is proud of its work in embedding equality and diversity principles in its activities and welcomes applications from all suitably qualified people, irrespective of age, sex, gender reassignment, marital or civil partnership status, disability, race, ethnic or national origin, religion or beliefs, sexual orientation, unrelated criminal convictions, or family responsibilities. 

We welcome all sections of the community and value the contributions to the achievement of the College’s mission that are made by members of the College from a wide range of backgrounds and experiences. All staff must demonstrate an awareness of equality and diversity principles, as set out in Company’s policies that includes Fairness, Respect, Equality, Diversity, Inclusion and Engagement.  It is expected that all members of staff on appointment are committed to and include these principles in their work.

Note: This job description is current at the time of issue. It should be recognised that, in keeping with organisational changes and developments, it may be necessary to review the duties listed from time to time and change them to meet organisational objectives.
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