
 

Position description 
 

Position of  Op Shop Assistant Manager 

Location/s As agreed 

Incumbent Vacant  

Reports to Cluster Manager 

Time Part Time (0.47 EFT)  

Reports Volunteers 

Approved By CEO  February 2019 

 

1. Organisational environment 

Vision 

People with epilepsy have equitable access to education and employment, feel safe and connected in their 

community and no longer die from their epilepsy. 

Mission 

Reduce the impact of epilepsy on people’s lives. 

Our values 

The Epilepsy Foundation is committed to policies and practices that reflect and require respect for fellow 

workers and those we serve. To this end we aim to enact our values of: 

• Equity and access – ensuring that people living with epilepsy get a fair go and can connect to 

appropriate supports and services. 

• Participation and inclusion – engaging people and building effective relationships based on a 

shared purpose. 

• Resourcefulness and innovation – seeking better ways to do more with the resources available to 

us. 

• Trust and integrity – displaying integrity in everything that we do thus enabling the people who rely 

on us to have confidence in our motives and abilities. 

• Accountability – fulfilling our responsibilities and obligations. 

Organisational context 

The Epilepsy Foundation provides support for people living with epilepsy and their families to help them live 

better lives as defined by them. 

Our services include information, advice and support, case management, as well as education and training, 

social and psychological research and advocacy for and with people with epilepsy. 

We work to raise awareness of epilepsy in organisations and in the broader community to reduce stigma and 

create a more welcoming and inclusive society. 

2. Position summary  

The principal focus of this position is to support the Cluster Manager to oversee the running of multiple 

Epilepsy Foundation Op Shops. In consultation with and delegated by the Cluster Manager, the Assistant 
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Manager must be able to manage staff, deliver high standards of customer service, maximise sales 

opportunities, coordinate stock control, cash handling, banking and general administration. 

The role of Op Shop Assistant Manager has a strong emphasis on decision making, merchandising, change 

management and staff training and development. 

3. Key responsibilities 

The position is responsible for:  

3.1 General 

• Provide high standards of customer service in face-to-face retail settings 

• Understand and meet customer needs effectively when dealing with a wide range of products and 

customers from different cultures, gender, abilities and age 

• Demonstrate appropriate sales techniques to maximise sales opportunities 

• Control stock within authorised frameworks 

• Use the Epilepsy Foundation vehicle to coordinate or carry out donation pick up; and delivery of 

purchased items 

• Merchandise both donated and purchased goods 

• Balance cash takings, banking and prepare reports using EF’s IT-based systems 

• Abide by all Epilepsy Foundation policies, procedures and work instructions and ensure all staff observe 

policies, procedures and work instructions (eg. code of conduct agreement, working within prescribed 

budget planning and monitoring guidelines) 

• Maintain OH&S compliance across sites including vehicles (eg. the engagement of appropriate manual 

handling practices) 

• Other duties as required 

• Working in cooperation with marketing, fundraising and Client Services team members promote the Op 

Shop and raise community awareness about Epilepsy 

• Supporting and developing the actions, values and behaviours that are important to the Epilepsy 

Foundation and to the successful operation of the retail and in store support services 

• Lead and facilitate change and drive continuous improvement. 

3.2 Performance Management 

• Provide a workplace culture of positive team engagement 

• Assist the Cluster Manager to review, monitor, report and manage team performance in the areas of 

service, risk, compliance, operations, people and financials against agreed reporting requirements and 

KPIs 

• Ensure all Op Shop activities meet with relevant organisational and statutory policies, including health 

and safety, employment and equality laws  

• Develop self, and maintain training and knowledge in retailing at all times. 

3.3 Financial Management 

• Deliver services and achieve revenue targets within budget 

• Monitor Op Shop budgets on a weekly and monthly basis 

• Implement and/or maintain financial management best practice to meet accounting and independent 

audit requirements (eg. Ensuring all discounts and offers are recorded correctly) 

• Maintain accurate financial records. 
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3.4 Volunteer Support 

In accordance with approved processes: 

• Supervise and motivate volunteers working in teams  

• Work with the Epilepsy Foundation Volunteer Program Advisor to ensure effective and efficient 

responses to all initial volunteer enquiries and to arrange for their organisational induction and 

subsequent program matching 

• Ensure regular supervision of volunteers and staff in the form of peer and /or group supervision and 

where necessary individual supervision 

• Support a health and safety conscious work environment. 

3.5 Volunteer Development 

• Regularly communicate the aim of raising awareness of epilepsy in the community 

• Support staff development and training across sites 

• Working towards Epilepsy Foundation Op Shops being recognised as Victoria’s preferred place to 

Volunteer 

• Effectively manage time and resource allocation across sites 

• Maintain best practice commercial operations 

• Facilitate opportunities for volunteers to undertake education in understanding epilepsy 

• Support change management programs and communication for Op Shop volunteers 

• Work in cooperation with Volunteer Program Advisor on recruitment projects  

• Monitor and support volunteer morale and performance 

• Participate and report on external networking and key external relationships (eg. other organisation’s Op 

Shops) 

• Actively participate in service innovation. 

4. Position Dimensions  

4.1 Level of Supervision/Accountability 

The Direct Line Manager monitors the performance of this position on a regular basis. The incumbent is 

required to demonstrate sound judgment to effectively priorities the workload and to maintain a high quality 

in the service they provide. 

The precise Key Performance Indicators will be determined through the Supervision and Support Program in 

conjunction with the Cluster Manager. These can be varied from time to time depending on the focus 

required from the organisation. 

4.2 Decision making authority 

The incumbent has the authority to decide day-to-day work related issues within the key responsibilities and 

duties. A budget and expenditure responsibility may be allocated for particular activities of the role in 

monitoring income and expenditure. All other expenditure must be in line with the EF delegation of authority. 

Any issues falling outside these areas are to be referred to the Line Manager 

4.3 Flexible Work Hours and Travel (if applicable) 

The position requires regular weekend work at the Op Shop, every Saturday .  
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5. Position competencies/selection criteria:  

To be successful in this role you will need the confidence to deal with a diverse and changing work agenda 

with enthusiasm and flexibility demonstrating: 

5.1 Personal characteristics 

• High ethical standards and interpersonal skills 

• Effective time management, prioritisation and organisational skills  

• Appreciation of desired store appearance, retail merchandising and presentation standards. 

5.2 Qualifications 

• Certificate or Diploma level qualifications in retail, marketing or other relevant field would be highly 

regarded but not essential. 

5.3 Knowledge and Experience 

• Experienced, professional, friendly and confident working in a retail environment, with a strong retail 

sales background  

• Proven ability to supervise, train, develop and motivate people (paid staff and volunteers)  

• Experience in working in teams in a collaborative manner 

• Confident in all POS operations, banking, end of day procedures, stock handling, replenishment with an 

emphasis on with attention to detail 

• Confident with computer systems and a user of standard business applications – Word, Excel, Outlook 

• Well-developed problem solving and negotiation skills  

• Demonstrated oral and written communications skills. 

5.4 Professional & Technical Skills 

• Demonstrated experience adhering to policies and procedures and reporting against KPIs 

• Good knowledge of OHS legislation and practices in a retail environment 

 

Safety screening and other requirements specific to this role:  

Employment is subject to a satisfactory Police Check   

Employment is subject to a satisfactory Working with Children Check  

Employment is subject to NDIS Worker Screening Clearance  

Compliance with current organisational vaccination requirements  

Current Driver’s Licence  

First Aid Certificate  

Employment is subject to agreeing to work in accordance with organisational policies and 

procedures 

 

Additional Requirements 

If any Op Shop staff (paid or unpaid) own, operate, supply goods to or work in a second hand or antique 

business (including markets and online auction sites (eg. eBay, GumTree), specific details must be disclosed. 

People that engage in such activities are precluded from working at Epilepsy Foundation Op Shops. 

Title  Name Signature Date 

CEO Graeme Shears G. Shears Sep 2022 

 


