Deputy Aeroshop Manager 
Salary: 		£15200-8 months contract suggest 10th Feb start 17th February-3rd November 2019
Responsible to:	Aeroshop Manager
Location: 	de Havilland Aircraft Museum
Hours of Work:	Wednesday to Sunday: 09.30hrs to 18.00hrs including some evenings, Bank Holidays and occasional Mondays and Tuesdays as required by DHAMT

Key Purpose
Deputy Manager of the de Havilland Aircraft Museum Aeroshop including the management of Aeroshop staff and volunteer museum stewards

Key Responsibilities
· Managing the Visitor Admission process
· Museum opening and closing procedure
· Staff Management 
· Merchandising and Visual Merchandising standards
· Cleanliness and Hygiene Standards including Museum’s Toilet facilities  
· Museum’s Website order fulfilment

Key Tasks
· Visitor Admission Process
Managing the Visitor Admission process using the EPoS system 
Maximise Visitor Gift Aid admissions
Daily Cash up and reconciliation process
Take an adaptable and resourceful approach to all daily retail operational procedures
Maximise all sales opportunities and take a proactive approach at engaging with visitors. 

· Open/Closing Procedure
Responsible for Opening / Closing: 09.30hrs to 18.00hrs and alarm setting
Museum “Blimp” Management

· Staff Management
Managing Aeroshop staff and Steward’s rota
Managing the Steward Briefing at 10.15am daily
Training of Aeroshop Staff
Maintain Volunteer Attendance records

· Merchandising
Re-merchandising the shelves of all stock: kits, books, PR, snacks, cold drinks, ice creams, clothing
Coffee machine daily maintenance, cleaning removing waste, rinsing out, weekly deep clean

· Cleanliness
café and shop to be kept clean daily: move chairs and tables to enable effective vacuuming of floor; wipe tables and surfaces regularly through the day

· Recycling/Waste management
Recycling of all paper, cardboard, plastic bottles into nominated containers and regularly moving same into Biffa bins
Landfill of all food waste, used paper napkins, coffee cups, stirrers, milk pots, food packaging into nominated containers/black sacks. Compress same and place in Biffa Bin

· Toilets
Daily inspection of each toilet, urinal and soap dispenser
Top up toilet paper and liquid soap
Wash floors with disinfectant twice a week

· Food & Drink
Manage timely purchase orders for sandwiches, cake, ice creams, confectionery and food consumables such as coffee beans, powdered milk, coffee cups, teabags, sugar, stirrers

· Visual Merchandising
Accurate pricing on shelves
Visual merchandising maintained and kept presentable

· Emergency First Aid
Provide initial emergency first aid, as one of the appointed team of emergency first aiders on site on any given day, to any visitors or volunteers requiring such.

· Presentation/Dress
Smart presentation required at all times on site

· Websales Management
Fulfill all web sales orders: pick, pack, label, enter on Sharp Till system and post
[bookmark: _GoBack]
· Relationships
Museum Team Members/Volunteers/Trustees

· Personal Attributes

Essential Knowledge and Experience
· Experience in a customer or sales facing role 
· Visual merchandising and display experience
· Working knowledge of stock control management
· Good working knowledge of Excel, Word, Outlook
· Experience of dealing with emergency procedures and security policies
· Interest in and knowledge of the de Havilland Aircraft Museum and its mission 
Desirable Skills and Competencies
· Strong interpersonal skills and relationship management
· Reliable and committed, to work as a part of a team on a rota basis
· Ability to learn and retain new information quickly
· Emergency First Aid trained
· Flexible, resourceful and adaptable in approach
· Ability to self-motivate and use initiative when working alone
· Ability to think creatively and work within a team to solve problems
· Confident in speaking with different and diverse groups of people


