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Job Description and Person Specification

	Job Title
	Gift Shop Supervisor

	Salary Grade
	
Salary Band 9 (£23,132 - £25, 306) per annum depending on experience


	Section / Team
	Enterprise

	Reporting to
	
Head of Commercial


	Reporting to the job holder
	
Casual workers and Volunteers


	Date of issue
	October 2026



	Overall Purpose of Post

	
· To manage the day-to-day smooth operations of the shop: the planning and prioritisation of tasks by the shopfloor team, including stock replenishment, budgeting, costing and maintenance of excellent presentation standards.
· To work alongside the Head of Commercial to ensure that the Gift Shop product range and presentation reflect the Cathedral brand and ethos.
· To provide effective operation of the Gift Shop and any seasonal pop-up gift shops around the Cathedral.
· Ensure outstanding customer service, leading by example.
· To carry out cash handling and banking tasks both daily and weekly.
· In consultation with the Head of Commercial, managing Gift Shop operating costs, looking for opportunities to reduce costs and increase financial performance, monitoring pricing and margins.
· Prepare staff rotas to ensure the Gift Shop is staffed appropriately to respond to the seasonal pattern of visitor numbers through casual staff and volunteers

To be flexible with the days of work which will also include weekend, some evening and bank holidays.



	General Duties

	General duties of all Cathedral staff include:

· Retain focus on the Cathedral’s Operational Plan and strategic priorities.
· Comply with Health & Safety and Cathedral policies at all times.
· To ensure the highest standards of safeguarding children and vulnerable adults
· To always treat everybody with respect and embody the Cathedral Culture Charter 
· Undertake appraisals and personal and professional development
· Undertake any other reasonable duties appropriate to the role 


	



	
	Responsibilities and Accountabilities
	Nature and Scope of Role

	1
	Daily Operations and staff supervision 
	This includes: 

· Acting as main shop supervisor and primary keyholder, opening and closing the shop securely follow Cathedral protocols
· Supervise, motivate and direct casual staff and/or volunteers effectively throughout the day.
· Ensure excellent standards of customer service.
· To serve and help customers with a warm and friendly welcome.
· Maintain a safe environment for staff and visitors, ensure all fire exits, walkways and stock areas are compliant with Health & Safety policies.
· To handle telephone and e-mail enquiries and sales from both the public and businesses. 
· To answer shop e-mails and process any telephone sales securely.
· To transport cash/takings to and from the shop and Cathedral office securely.


	2
	Commercial and Financial management.
	This includes

· Morning till set-ups and evening cash reconciliation, investigating any discrepancies, ensuring secure cash handling protocols are strictly followed.
· Monitor daily sales targets, average transaction values and conversion rates.
· Encourage staff and volunteers to actively promote Cathedral events, guidebooks, seasonal items e.g. calendars.
· Aware of seasonal change of shop layouts in line with the Cathedral’s liturgical calendar e.g. Easter, Advent and major tourism seasons.
· Liaising with suppliers and building a good relationship with them.


	3
	Stock and Visual Merchandising
	This includes:

· Maintain high standards of visual merchandising, ensuring displays are clean, well-stocked, priced accurately and culturally respectful of the sacred setting of the Cathedral.
· To receive, check and log incoming deliveries onto the KCPOS system, with any damages or discrepancies reported immediately.
· Carry out regular stocktakes and perpetual inventory counts.
· To monitor purchase price increases and change selling prices accordingly.
· Develop a thorough understanding of the Cathedral’s unique product range, including theological books, local artisan crafts and historical guides in order to confidently assist visitors with queries.


	4
	To monitor the Cathedral diary through Artifax software
	· To ensure the shop is open and closed at the correct times by liaising with Cathedral Verger team and keeping up to date with the Artifax diary. 
· To print off adequate signage to display in the shop and let the Marketing and Communications team know of any closures so the website can be updated. 




PERSON SPECIFICATION
	Attributes
	Essential
	Desirable

	Knowledge, skills & Experience
	· Proven experience of retail team/supervisory roles.
· Demonstrable experience with cash handling, till reconciliation (cashing up), and basic financial reporting.
· Experience delivering excellent customer service 
· Experience of purchasing
· Experience of staff supervision
· Understanding of electronic EPOS systems and modern inventory/stock control software.
· Strong visual merchandising skills that reflect the Cathedral’s history and brand identity.
· Excellent communication and interpersonal skills 
· Commercial acumen with an understanding of retail KPIs (Key Performance Indicators) such as average transaction value and conversion rates.
· Ability to manage own workload and that of others 

	· Experience working within a heritage site, museum, charity, or visitor attraction.

· Experience of working with volunteers
· Digital literacy, including proficiency wit Microsoft Office including Excel.

· An appreciation or working knowledge of history, cultural heritage or the arts to better engage with visitors and sales of curated merchandise.

	General
	· Able to support and comfortably work in harmony with the Christian purpose, mission and values of the Cathedral.
	

	Personal Qualities
	· Flexible approach to working pattern
· Calm, warm, welcoming and polite disposition, serving as an ambassador for the Cathedral brand.
· Enjoys working with the public.
· Proactive and self-motivated, 
· Physically fit enough to manage stock replenishment, unload deliveries and stand on the shop floor for extended periods.
· Neat and tidy appearance.
· Team player

	

	Qualifications and Training
	· Educated to GCSE level (or equivalent) in English and Mathematics.
· Appointment is subject to a DBS check 
	· First Aid at Work certificate

· Basic Safeguarding Awareness Training
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