
Havering Shopmobility Association       
Job Description –  Manager     
 

Purpose of Job To take primary responsibility for the management and delivery of services. 
  

  

Reporting to  The Chairman and the trustees. 
  

  

Context Havering Shopmobility is a small local charity providing mobility scooters 
and  other  equipment  for  people visiting  Romford Town Centre or   having  

 longer term needs.   
 

A board of trustees sets the policy framework, oversees the use of 
resources and monitors service performance.  
 

Services are delivered to our users by our volunteers, the Manager and a 
part-time support working collaboratively and flexibly. 
 

  

Main Duties The Manager’s duties fall into three broad areas : 

 Ensuring the day-to-day delivery of services to our users; 

 Routine and non-routine management tasks; 

 Service development. 
 

Day-to-day delivery of services includes  

 ensuring the shops are opened and closed on time and are in all 
respects maintained ready for the efficient and effective delivery of 
services. 

 ensuring sufficient numbers of competent volunteers are rostered to 
support the delivery of services. 

 ensuring mobility equipment is clean, maintained and fit-for-purpose. 

 maintaining data bases, computer systems and other office 
equipment. 

 

Routine and non-routine management tasks includes  

 ensuring systems and procedures are in place, used, reviewed and 
updated as necessary. 

 the effective recruitment, training, support and supervision of 
volunteers. 

 applying procedures in relation to handling monies and other assets 
including receiving, recording, receipting and banking. 

 ensuring the charity meets its responsibilities to staff, volunteers, 
users and visitors in regard to legislative requirements and those of 
the Charity Commission and in particular in relation to health, safety, 
welfare and data protection. 

 ensuring the safety and security of the shops both during and outside 
hours of opening, including being available on-call to attend in the 
event of non-attendance of rostered staff and out-of-hours 
emergencies. 

 the preparation and reporting of information and statistics relating to 
service and financial performance. 

 supporting the work of the trustees and officers and attendance at 
meetings. 

 developing constructive relationships and dealing with enquiries from 
volunteers, staff, users, trustees, outside agencies and suppliers. 

 The management and supervision of the paid support staff. 

 

  

  



 

 

 

 

 

  

Other Duties This job description is intended to be indicative rather than exhaustive and 
the role and the post-holder need to be able to respond positively and 
effectively to changes over periods of time. 
 
Working in the voluntary sector is significantly different to other areas and 
types of employment.  By its very nature, for both the charity and the post-
holder to succeed, the post-holder needs effective communication and 
motivational skills and to be flexible and adaptable, and above all, a high 
level of commitment to achieving the objects of the charity. 

 

  
  

Resource 
Responsibilities 

 Being a key-holder for the shops and when opening and closing 
shops ensuring their security. 

 being a key-holder for office, filing and safe facilities. 

 controlling the issue of keys, access and passwords etc. 

 being an authorised signatory for the charity’s bank accounts and 
handling the charity’s monies in accordance with instructions and 
good practice. 

 

  using all other resources of the charity in an appropriate manner. 
 

  

Authority Working under the direction of the Chairman, the post-holder is authorised  
to  make  any  immediate   and   necessary  operational  decisions    within 

 his/her knowledge and experience in accordance with the charity’s 
procedures and always act in the best interests of the charity.  Where 
feasible this will be done in consultation with the Chairman or appropriate 
trustee. The post-holder will record and/or report such issues as soon as 
possible. 

  

Operational 
Issues 

The post-holder will have regard to current operational guidance, and both 
his/her and the charity’s responsibilities for ensuring the health, safety and 
welfare of staff, users and others affected by our services. 

  

  

Signed 
Postholder 

 Date  

    

  

Signed 
For the Charity 

 Date  

    

  
 
Mj/jd/manager / 160118 

 

Service development includes  

 representing, promoting and being an advocate for the charity at 
meetings and events in consultation with the Chairman. 

 pursuing funding opportunities in consultation with the Treasurer. 
various  items of  project work to further the aims of  the organisation          

in consultation with trustees. 


