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Job description – Assistant Manager  

	Role
	Assistant Manager

	Salary
	 £15 per hour 

	Location
	Preston Candover, Hampshire

	Working hours
	Minimum 18hrs per week with potential for maximum of 35hrs depending on availability

	Reporting to
	Store Manager 




About the store: 

The Candover Valley Store is a community store and post office located in the centre of Preston Candover, next to the village hall and opposite the primary school.  Opened in 2019, the store is a community benefit society with over 250 local shareholders and is overseen by a management committee.

The store provides everyday food essentials, locally sourced produce where possible, and post office services, while also acting as an important social hub for the village. 
Our ethos is simple: “run by the community, for the community”

Job Summary:
The Assistant Manager supports the Store Manager in the day-to-day running of the community store and post office, helping to ensure high standards of service, presentation and compliance.
The role is 18–35 hours per week, negotiable depending on availability and business needs, and will include some weekend, Sunday morning and Bank Holiday working. The Assistant Manager reports directly to the Store Manager and will act as a key point of contact in their absence.




Key Responsibilities:
1. Store Operation
· Support the Store Manager in the smooth day-to-day running of the store
· Ensure the store is well stocked, clean, secure and attractively presented
· Maintain high standards of merchandising, pricing, date checking and labelling
· Support stock control, ordering and supplier relationships, with a focus on local produce
· Operate tills and ProEPOS systems, including stock entry, refunds and cash controls
· Ensure compliance with all legal and statutory requirements including Health & Safety, Food Hygiene, Trading Standards and age-restricted sales
· Open and close the store, manage deliveries, and maintain housekeeping standards

2. Post Office Counter
· Ensure the post office operates in line with Post Office guidelines
· Take primary responsibility for post office stationery and supplies
· Support post office cash management, ordering and balancing periods
· Complete all post office administration accurately and to a high standard
Post Office counter experience is desirable but not essential, as full training will be provided.

3. Staff and Customers
· Train, support and supervise senior assistants, volunteers and youth workers
· Promote a consistent and welcoming approach to customer service
· Build strong relationships with customers, volunteers and community stakeholders
· Act as first point of contact for queries or complaints in the absence of the Store Manager
· Share best practice and support team development
· Attend occasional meetings or community events as required


Skills & Experience:
Essential
· Experience in food retail
· Strong customer service focus with a friendly, approachable manner
· Commercial awareness and basic financial understanding
· Good organisational skills and attention to detail
· Confident computer literacy (including ProEpos systems and Microsoft Office)
· Reliable, hardworking and able to work well as part of a small team

Desirable
· Experience working on a Post Office counter
A DBS check will be required. Applicants should have a genuine interest in the community ethos and long-term success of the Candover Valley Community Store.



To apply:

Letters of application and CVs giving two references should be submitted to:   
Jane Laws, Candover Valley Store Ltd, Alresford Road, Preston Candover, RG25 2EE 
or email: jane@rosslaws.co.uk


 

Candover Valley Community Store Ltd is a community benefit society registered in England No. 32413R
Registered address: Alresford Road, Preston Candover, Hampshire, RG25 2EE
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