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Assistant ReStore Manager

Job Description

Summary: 

The Assistant ReStore Manager is responsible for assisting the ReStore Manager in the management of the Store’s day to day operations, as well as representing the ReStore at public and community events.  Fill in for the ReStore Manager when needed, with the ability to effectively run the Store, supervise volunteers and employees, perform administrative tasks, and manage the labor needs for the ReStore.  

Responsibilities and Duties: 

Specific duties and responsibilities may include but are not limited to the following: 

1.  ReStore Operations: 
· Carry out administrative and operational tasks for the ReStore, including open, close procedures, providing customer service, coordinating donation pick-up schedules including making pickup runs, supervising workers, and caring for sanitation and security
· Run the operation with the recognition that the ReStore is often one’s first impression of Habitat for Humanity
· Assist Manager to develop relationships with existing and potential donors to increase quality and quantity of donations in order to maintain a full, dynamic inventory.
· Ensure compliance with safety standards and comply with accident procedures
· Attend meetings on behalf of the manager as needed
2.  Staff and Volunteer Management: 

· Ensure store is adequately staffed.  Work with ReStore Manager to ensure labor is scheduled appropriately each day; keep and update a roster of volunteers, community service people, and employees; plan and carry out recognition activities
· Recruit and develop volunteer staff as needed to maintain optimum store operations.
· Maintain personnel policies approved by the Board of Directors
· Train ReStore staff and volunteers in accordance with personnel policies
· Facilitate a positive, team-oriented environment in which all staff and volunteers are given the opportunity to achieve their full potential
· Address and document violations of policies and code of conduct by staff and recommend action regarding chronic or serious situations; Report situations involving volunteers to the ReStore Manager
· Contribute to staff performance evaluations
3.  Finance and Administration
· Create, update, and analyze spread sheets that track sales by category, day of week, periods of the year, etc.
· Prepare and make bank deposits and pick up cash as needed 
· Coordinate monthly financial results with Affiliate bookkeeper and make reports as required by the ReStore Manager or ReStore Committee 
Qualifications: 

Enthusiasm and self-motivation; ability to work independently, multi-task, and set priorities; ability to adapt to a changing environment

Proven ability to train and manage staff and volunteers in a positive manner

Organized and detail oriented; Proven problem-solving skills

Business acumen; relevant business and life experiences highly desired, including previous business ownership and/or retail operations management skills 

Basic understanding of finances, including ability to create and analyze relevant data from the ReStore operation and present it in a meaningful way

Excellent communication ability, both written and verbal 

Computer skills, including word processing, spreadsheets, social media and email

Dependable, reliable, motivated and honest; must grasp the tenets of what Habitat for Humanity and the ReStore are all about

Ability to climb ladders, stand, bend, kneel and reach in awkward and tiring positions; may require heavy lifting. 

Reports to the ReStore Manager

Time Requirements:  This is a part-time, hourly position – 20 hours/week maximum. Must be available to work Saturdays.  May need to work evenings or weekends to attend meetings and/or affiliate events (average 2x/year).
Hourly wage:  $17.00
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