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JOB DESCRIPTION 
 

POST: Apprentice Retail Team Leader 
 

HOURS:        Full Time (Fixed Term Contract) 
 
BASE:      LOROS, Pullman Road, Wigston, Leicester 
  
REPORTING TO:    Operations Manager - Enterprises 
 
  

JOB SUMMARY: 
 
Learn and Support our Superstore Shop and Warehouse Manager with day to day 
management of the site, and volunteer coaching and delegation.  
 
DUTIES AND RESPONSIBILITIES: 
 
To provide Team leader / supervisory support within a defined area of responsibility within 
Enterprises. To include; Support with stock rotation & replenishment, providing a safe 
working environment for our customers and volunteers, to learn and follow at daily 
administrative tasks and coach and develop our volunteer’s whilst delivering excellent 
customer service.  
 
Duties will include:- 
 
1. To assist and support the Shop Manager with replenishing of the shop floor, whilst 

making commercial decision to maximise sales.   
2. To support our Warehouse Manager with accepting donations and capturing Retail Gift 

Aid sign ups at point of acceptance.  
3. To support both Mangers with recruiting, induct and train and motivate our Volunteer 

teams and any corporate visitors. Delegating tasks based on the needs of the 
department. 

4. To maintain accurate administration tasks in line with LOROS policies and procedures.  
5. To ensure customers shopping experience is one that encourages repeat purchases. 
6. Use a variety of computer packages to support the work of the department including 

MS Word, Powerpoint, Excel, Publisher as well as the CRS/CRM system. 
7. To ensure that all transactions and stock are handled according to LOROS Financial and 

security procedures.  
8. Attend regular retail meetings to get insight into wider department and update of any 

changes within the department or Hospice.  
9. Manage and cover either the Shop floor or Warehouse in managers absence or day off. 
10. Support operations Manager with any wider projects or launches, include promotional 

roll outs or new shop openings.  
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GENERAL: 

All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS 
Confidentiality Policy. 

To carry out and comply with the prevention and control of infection as per LOROS policies 
and procedures. 

All staff are subject to LOROS policies, procedures and conditions of service, with reference 
to the Health and Safety at Work Act 1974. 
 

The post holder is responsible for safeguarding the interests of children and adults who 
they come into contact with during their work. To fulfil these duties post holders are 
required to undertake mandatory training to recognise the signs and symptoms of abuse, or 
neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice 
including reporting any concerns that they may have. 

Take reasonable care for the health and safety of themselves and of other persons who 
may be affected by their acts or omissions at work. 

Co-operate with their employer as far as is necessary to meet the requirements of the 
legislation. 

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also 
strive to exhibit the Values & Behaviours at all times (see attached document). 

The contents of this job description are not exhaustive and may be amended in 
accordance with the needs of the service after discussion with the post holder 
whose agreement will not be unreasonably withheld. 
 
 
 
Signed…………………………………………………………  Date………………………………………… 
Postholder 
 
 
 
Signed………………………………………………………..  Date ……………………………………….. 
Line Manager 



 

 

 



 

 



 

 

 


