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Recruitment Pack

Role: Head of Retail

Because we know. Together we can make a difference.

We are Cerebral Palsy Cymru.

About us.
We are the leading charity in Wales for children and families living with cerebral
palsy. As a national Centre of Excellence and experts in the field of cerebral palsy,
we provide specialist physiotherapy, occupational therapy, and speech & language
therapy in a transdisciplinary way so that each child benefits from the combined
expertise of our therapists. Our Family Support Service offers a listening ear,
practical advice, and emotional support. We share our knowledge and skills
through collaborative working, courses, national and international conferences.
Cerebral palsy is the most common physical disability in children in the world and
our mission is to improve the quality of life of all children in Wales living with
cerebral palsy. We are an ambitious, passionate, hardworking, and friendly team
who are motivated by the life-changing difference we make.

Head of Retail
We are looking to grow and expand our Retail team both in our charity shops and
online. We are seeking a Head of Retail to join our growing team to provide insight,
direction, strategy and leadership for our charity retail operation. This is a new
role for Cerebral Palsy Cymru, and the successful post holder will help shape the
Retail strategy for the charity so that we can grow our services for children and
families in Wales living with cerebral palsy.
We are seeking someone who has specialist experience of the charity retail sector
and experience of growing a retail operation. You are impact focused and results
driven, have excellent people, volunteer management and team working skills and
are able to understand the role of brand within a retail setting. You’re excited to
join this ambitious and passionate Welsh children’s charity as a key member of
the senior leadership team who can really help us take our shops and E-Commerce
operation to the next level.

HEAD OF RETAIL

Title of post:

Head of Retail

Hours:

Full time (36.25 hours per week)

Contract:

Permanent (probationary period of six months)

Salary:

£35k - £40k per annum dependent on experience

Location:

Office based at our Children’s Centre in Llanishen
Cardiff / provision for some home working, with
travel to all Cerebral Palsy Cymru shops.

Line Manager:

Centre Director

Summary:

To strategically lead and develop the charity’s retail
operation

The role:
The Head of Retail reports directly the Centre Director and is a member of the
charity’s senior leadership team, sharing collective responsibility to deliver
Cerebral Palsy Cymru’s mission ‘to improve the quality of life of all children in
Wales who have cerebral palsy’. The Head of Retail will be responsible for the
strategic direction of the charity’s retail arm. This will include leading and
developing the retail trading operation, providing and implementing business
plans for new retail opportunities and holding direct responsibility for retail
income. The post holder will be responsible for growing our retail income (circa
£500k in 2019) while ensuring all activity reflects and promotes Cerebral Palsy
Cymru’s brand, ethos and values.
Main duties and responsibilities
Strategy and Income Generation
•

•

•
•
•
•
•

In cooperation with the Centre Director, leadership team and Trustees, to
lead the development and implementation of the charity’s strategies for
Retail
Contribute to the senior leadership team to support effective
organisational leadership including business planning, budget setting and
reporting.
To develop and implement a Retail Development Strategy including
changes to and expansion of the charity’s retail arm both on the high
street and online with e-commerce.
Working closely with the Head of Fundraising and Communications
maximise opportunities to support each other’s Income Generation
strategies.
Review and develop retail operational systems and ensure staff are
supported to work effectively.
Contribute to forward planning and setting of retail budgets.
Achieve income and expenditure budgets to ensure maximum profitability,
aiming to increase this profitability year on year, maintaining high
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•
•
•

standards of merchandising, stock control and customer care.
Analyse shop and e-commerce performance and identify remedial actions
required, and to implement these with the support of the retail team.
To agree SMART objectives with shop and e-commerce managers to
deliver sales and profit budgets.
Ensure comprehensive knowledge of EPOS and provide training and
technical support to all staff and volunteers at shop level

The Head of Retail is a member of the charity’s senior leadership team and as
such the post-holder will be expected to play a proactive role in the
management of the charity, including:
•
•
•

Strategic planning.
Supporting the Centre Director and Trustees in all matters relating to the
governance of the charity.
The charity’s development including 5- and 10- year plans
implementation.

Management and Leadership
•
•

•
•
•

Lead, inspire, manage and support the Retail team, delivering retail
income and meeting set targets.
Line management of the Retail team with ultimate responsibility for:
• Agreeing objectives and work plans
• Managing workload and performance through regular one-to-one
meetings
• Plan and implement personal development programmes for team
members
• Undertake annual performance reviews
To recognise the value of volunteer contribution and play an active part in
the support & development of our volunteer base.
Ensure there are good communication systems with volunteers and
support is provided by all members of retail management
Oversee volunteer recruitment and training

Brand Development and Reputation
•
•
•
•
•
•

Working with the Marketing and Communications Manager, ensure the
retail team’s activities promote the Cerebral Palsy Cymru brand and
reputation
Create publicity from the shops to encourage growth in our supporter
base with the aim of building long term support for CPC.
Operate as an ambassador for the charity and its brand and seek to
identify opportunities and threats to the charity and its branding in
respect of the retail operation.
Encourage and develop strong working relationships between the retail
team, volunteer base, the wider charity staff team and charity audience.
Manage, resolve and report on complaints received to both improve
practice and reputational management.
To explore and exchange ideas with the wider Income Generation team to
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•
•

increase profitability across all disciplines.
To adhere to the Charity Retail Association Code of Charity Retailing and
Institute of Fundraising Codes of Practice where applicable
To have knowledge of and ensure compliance to all Trading Standards
regulations on the sale of donated goods.

Additional responsibilities
•
•
•
•
•
•
•

To work with integrity in all aspects of the role
Participate in team meetings and engage with the wider staff team when
appropriate.
Actively work with others (internal and external) to facilitate
organisational and departmental improvements and changes, in line with
charity-wide strategies.
Maintain confidentiality at all times and adhere to Cerebral Palsy Cymru’s
confidentiality policy.
Follow and remain up to date with Charity policies and procedures
Carry out any other reasonable tasks as may be required.
Maintain awareness of the work of Cerebral Palsy Cymru.
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Person Specification
Requirement
Education

Experience
and
Knowledge

Skills and
Attributes

Essential
Educated to degree or equivalent level in an
appropriate field (Business, Management,
Retail) or equivalent knowledge supported
by extensive practical experience
Evidence of continuous professional
development
Specialist knowledge and understanding of
the Charity Retail Sector
Experience of strategic planning and
financial forecasting
Experience of retail management
Experience of managing people and
performance management, and managing
relationships with other staff
Experience of delivering business growth in a
retail capacity
Experience of leading and managing staff in
a sales environment
Knowledge and experience of the needs of
volunteers and the appropriate management
skills
Experience of setting and management a
retail income and expenditure budget
Knowledge of EPOS systems
Knowledge of gift aid
Full clean driving licence and use of a car for
business use.
Impact focused and results driven
Exemplary people skills and team working
skills
Able to manage a complex and demanding
workload
Able to engage staff in brand development
strategies in a retail setting
Able to work in a target driven fast paced
environment
Excellent written and verbal communication
skills
Good numeracy skills to manage budgets
and targets
IT user
Emotional intelligence to understand impacts
of charity on patients, families and
supporters
Empathy and commitment to Cerebral Palsy
Cymru’s values, purpose and environment
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Desirable

How assessed
Application,
certification
and interview

Capacity
to drive
Category
C vehicles

Application,
interview, test,
certification
(driving licence
and insurance
details for
vehicle)

Knowledge
of the
charity

Application,
interview

How to apply
Download and complete an application form from our website:
Cerebral Palsy Cymru application form 2022
Send your completed application form to Kate Boddington
kateb@cerebralpalsycymru.org
Closing date: 30 September 2022
Interview date: 28 October 2022
If you have any questions about the role or want to speak to a member of the
team about the post, please contact Cerebral Palsy Cymru on 02920 522600 or
email Kate Boddington as above.
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