Job Description

Position: Newtown Charity Shop Manager
Location: Newtown, Powys

Salary: £13.45 per hour

Hours: 16 Hours per week

Holidays: 25 Days (pro rata) plus bank holidays
Responsible to: Operations Manager
Responsible for: Newtown shop volunteers
Contract Type: Permanent

Checks Needed: Enhanced Child and Adult DBS

About Ponthafren

A local organisation with an extensive reach, Ponthafren, established in 1992, offers
comprehensive support to individuals in need while promoting positive mental health and
wellbeing for all. With a significant presence in the community, we operate two wellness,
recovery, and learning centres in Newtown and Welshpool, along with additional outreach
services.

All our services, groups, and events are open and accessible to everyone. Our centres
provide a safe space with daily drop-in facilities where individuals can access support
including counselling, one-to-one practical support and cognitive behavioural therapy,
participate in a variety of regular activities, attend workshops, explore volunteer
opportunities, and engage in available courses.

In line with our future strategic ambition Ponthafren are excited to be opening a charity
shop in Newtown to diversify our income streams. As a not for profit all income from the

shop will be used to support our community activities.

Our vision, Purpose and Values

Our vision is of a socially inclusive community that promotes positive mental health and
wellbeing for all. People with experience of mental distress can expect to lead fuller and
healthier lives and to be treated equally and with dignity and respect.

Our purpose is to meet the needs and ambitions of people with experience of mental
distress, offering community-based support for those in need alongside early intervention
wraparound support with health and wellbeing.

Our values are that we believe that people experiencing mental distress have the right to
participate in full and valued lives within society.



About the role

An exciting opportunity to manage the day-to-day running of Ponthafren's new charity shop
in Newtown, maximising income which will be used to support and sustain our community
services and activities, leading and supporting volunteers, and creating a welcoming
community hub that promotes Ponthafren's mission.

Main Duties of the role

e Oversee all aspects of our new Newtown shop operations, including sorting donations,
pricing, displaying, stock control and stock disposal.

* Promoting positive mental health and ensuring that all services support the aims and
values of Ponthafren.

e Recruit, train and support volunteers and prepare rotas, ensuring the shop is
adequately staffed during opening times.

* To ensure good team spirit amongst the volunteers whilst delivering excellent
customer service and maintaining an attractive shop environment.

¢ Handle cash, banking and financial records accurately.

® Ensure compliance with health and safety, safeguarding and trading standards.

* Promote Ponthafren within the local community and directing to our services and
events when appropriate.

® Report maintenance issues and give regular updates to the Operations Manager.

* Ensuring effective record-keeping as appropriate using Ponthafren’s internal CRM.

e Communicating effectively with the staff team and being a team player.

e Being open to continued learning and attending training courses as needed.

* Maintaining confidentiality at all times, unless information must be shared in
accordance with Ponthafren’s policies.

e Adhering to Ponthafren’s ‘feel good’ values.

e Undertaking any other reasonable task requested by Ponthafren management.



Personal Specification

Essential:

» Experience in retail, customer service or charity shop operations.

e An understanding of, and empathy for, people experiencing poor mental health.
* Ability to motivate and support volunteers.

e Ability to problem solve independently.

* Good organisational and administrative skills.

» Confident using email, Word and basic spreadsheets.

e Strong communication and interpersonal skills.

e Commitment to confidentiality and Ponthafren's work and values.

e Willingness to undertake training and learn new skills.

Desirable:

e Welsh language skills
e Experience supervising staff or volunteers.
* Knowledge of local support services



