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NATIONAL GALLERIES OF SCOTLAND

RETAIL DEPARTMENT 

SHOP MANAGER (Grade 6)
FULL TIME, FIXED TERM (12 MONTHS) 
Scottish National Gallery of Modern Art 1 & 2, Scottish National Portrait Gallery
The National Galleries of Scotland (NGS) is home to one the world’s finest collections off art, which ranges from the Middle Ages to the present day.  Our spectacular buildings house the world’s greatest collection of Scottish art, and a world-renowned collection of Scottish and international photography, welcoming many visitors to our three principal sites in Edinburgh: the Scottish National Gallery, the Scottish National Gallery of Modern Art and the Scottish National Portrait Gallery. The National Galleries of Scotland aims to preserve, display and augment the collections for the enjoyment and education of the widest possible public and to maintain NGS as a centre of excellence. 

This is an exciting period of renewal for NGS, as we move forward with our engaging strategic vision that puts our audience at the heart of what we do. We’re making it our mission to broaden our impact, matching our rich collections, expertise and creativity to the needs and wants of our visitors. We’re finding new ways to connect with more people, and creating an innovative, inclusive organisation that can meet the challenges of our ever-evolving world.

‘Art for Scotland: Inspiration for the world’ is Our Vision.  Inclusive, original and ambitious – we will make the national collection accessible to all and inspire curiosity across the world.  

At NGS we are committed to looking at how we operate as well as how we engage with our visitors and communities. We want to play our part in tackling the Climate Emergency. We will ensure Equality, Diversity and Inclusion (EDI) is embedded across our organisation, ensuring everyone feels a sense of belonging and can be themselves.  

The National Galleries of Scotland’s Retail Department is responsible for ensuring the effective and efficient management of the Galleries’ retail operation, which includes six main gallery shops, an online and mail order service, exhibition shops and kiosks, ticketing & promotional support, product development, buying and stock management. 
As a member of our shop management team you will be responsible for leading a team of sales staff to meet sales targets whilst simultaneously focusing on enhancing visitor experience and ensuring first-class customer care. 

Key Responsibilities:

1. To exceed sales targets 
2. Provide excellent customer service, attaining 5* Visit Scotland Status
3. Control cost budgets
4. To recruit, manage, develop and motivate the retail team
5. To manage the ticketing function of the exhibition programme including hiring and training staff and overseeing the daily operation of ticketing function.
6. To set up and take down the ticketing and pop up shop operations, liaising with marketing, SVS, buying, the retail warehouse and estates as appropriate.

7. Manage absence & sickness, labour turnover and staff retention.
8. To ensure the security of NGS cash, stock, equipment and property within the shop.

9. To carry out shop administration procedures and activities including maintaining records of stock transfers and adjustments, banking procedures and stock taking and records.

10. To ensure that retail policies, standards and practices are communicated effectively to shop staff and that they are applied consistently.

11. To build a strong relationship with the Buying, Ecommerce, Print on Demand and Image Supply teams to identify opportunities for sales growth.
12. To work with the other shop managers and supervisors to create a cohesive retail shop floor team, working with the buying and warehouse teams to deliver comprehensive service 7 days a week for NGS visitors.
13. To receive, check and price deliveries and ensure that stock is well maintained and securely stored.

14. To monitor sales and customer feedback and provide information and reports to the Merchandiser and General Manager.
15. To ensure shop layouts maximise shop performance while maintaining excellent standards of housekeeping and display.
16. To ensure that the NGS Health and Safety at Work policies are observed within the shop and that requirements such as workplace risk assessments are effectively complied with.
17. Drive marketing initiatives, including customer shopping events, email data capture, friends membership.
18. To create a retail wide annual training calendar with the other shop managers with a focus on staff approach, product knowledge, selling skills, procedures and operational standards.
19. To work with other departments to the achievement of the corporate vision and objectives of the NGS.

20. On occasion to manage other shops as directed by the Merchandiser and GM.
Expected Outcomes:

1. The operation of Gallery Shops that achieve planned sales and delivers excellent customer service and enhanced visitor experience that fully support the values, standards and corporate objectives of the NGS.

2. The application of management and operational policies and systems that provide the basis for sound and effective planning, and the monitoring and control of sales and profitability within each shop.

3. The application of effective and efficient rota and shop floor cover.
4. The development of a skilled and committed group of shop staff motivated to achieve the performance targets and standards of the retail operation.

KNOWLEDGE, SKILLS AND EXPERIENCE
The following range of knowledge skills and experience are required.  Please ensure these are reflected in your application. Short listing for interview will be based on meeting these requirements.
Essential
· Experience of shop layout and product planning and monitoring

· Experience of applying customer care strategies in a retail environment

· Experience in managing and developing staff, and where appropriate disciplinary processes.
· Experience of retail administrative management systems and processes including product stock control and monitoring, ordering and reporting.

· Experience in the utilisation of IT systems in a retail environment
· Ability to manage a shop team applying good organisational and communication skills

· Ability to plan effectively to meet targets

· Ability to work corporately and contribute to the achievement of the overall aims and objectives

· Effective interpersonal skills

· Numerate

· High standards of accuracy and attention to detail 
· Flexible approach to the job 
· Knowledge and appreciation of art

· Previous experience of working within an arts and cultural environment
Additional essential skills:
Salesmanship of limited edition and fine art product

Multi-site experience as 2 to 3 shops depending upon seasonality.
SUMMARY TERMS AND CONDITIONS
Salary:
£25,350 - £27,687 per annum 
Starting salary will normally be at a rate that reflects qualifications and/or experience which are of special value for the post and which are above the minimum entry requirements.

Hours:


42 hours per week including breaks 

Working 5 of 7 days with weekend allowance
Ability to work late nights for events and stock management.
Annual Leave:

25 days per annum pro rata
All staff receive 11.5 public and privilege holidays per annum pro rata
Pension:
Civil Service pension provisions enables the National Galleries of Scotland to offer a choice of occupational and stakeholder pensions, giving you the flexibility to choose the pension that suits you best.

[image: image3.jpg]NATIONAL
GALLERIES
SCOTLAND





National Galleries of Scotland is a charity registered in Scotland (No. SC003728)
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Registered address:

73 Belford Road, Edinburgh, EH4 3DS
National Galleries of Scotland is a charity
registered in Scotland No. SC003728
VAT No. GB 100 1904 82
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