
 

Overview  

Job Title: Shop Assistant 

Salary: National living wage + 10% staff discount from Proper Job and The 

Courtyard Café + Holiday pay. 

Hours: 17 per week  (negotiable) 

Employer: Proper Job Ltd. (UPTOWN) shop 

Job Summary  

Shop Assistant £7.50 per hour 17 hours per week (negotiable) 

UPTOWN. 32a The Square, Chagford, Newton Abbot. (The old Post Office) 

An extension of Proper Job Ltd. (Soon to be Proper Job Charity) – Launched in 
1995, Proper Job is one of the UK’s first community recycling centres nestled on the 
northeast edge of Dartmoor in Devon. The not-for-profit and co-operative enterprise 
aims to keep reusable items away from landfill by putting them on sale in an 
Aladdin’s cave of pre-loved treasures.  
 
UPTOWN. What is it? 
 
Proper Job’s UPTOWN shop – essentially a charity shop which benefits the local 
community financially and environmentally. In this shop, we will sell a selection 
quality items from the Proper Job Resource Centre, some that have been upcycled, 
restored and repaired, as well as upcycled items from local crafts people. 
 
We will also sell good quality and affordable clothes, furniture, homewares and 
books etc.  The Uptown Store will make money through the sale of upcycled items, 
but will also be supported by the Proper Job Resource Centre and the Courtyard 
Cafe which has been running for at least 20 years. The Proper Job Resource Centre 
is currently going through the process of becoming a charity, we should achieve 
charity status by Dec 2017. A percentage of the shop’s profit will go towards projects 
that benefit the local community and other local businesses.  



 
This position is a new role within Proper Job and we are looking for applicants who 
are creative, forward thinking and enthusiastic. We aim to have the shop ready to 
start trading on Tuesday 12th Dec.  
 

The closing date for applications is Thursday 2nd November 2017  

For more details about this post please contact our main office on 01647 

432985 For more information about Proper Job visit www.proper-job.org. 

   

 

Main Responsibilities  

1. To work in conjunction with the Proper Job’s Manager and Shop Supervisor to 

help meet agreed sales targets. 

2.  Greeting customers who enter the shop. 

3.  Be involved in stock control and management. 

4.  Assisting shoppers to find the goods and products they are looking for. 

5.  Being responsible for processing cash and card payments and cashing up. 

6.  Stocking shelves with merchandise. 

7.  Answering queries from customers 

8.  Reporting discrepancies and problems to the supervisor. 

9.  Giving advice and guidance on product selection to customers. 

10. To maintain a clean, tidy and safe environment for both staff and the public  

11. Keeping up to date with special promotions and putting up displays. 

12. To liaise with the Proper Job Manager and Shop Supervisor on any issues 

regarding the daily running of the shop   

13. To support the work and ethos of Proper Job and promote its services to the 

wider community.   



14. Undertake training and continuing professional development opportunities 

relevant to the role   

15. To undertake any other activity required by the Proper Job Manager or 

another senior staff member. 

16. Assist with weekly stock replenishment days and help to create attractive bi- 

monthly window displays.  

The personal skills that are required for the job: 

▪ Having a friendly and engaging personality. 

▪ Comfortable working with members of the public. 

▪ A confident manner. 

▪ Must be able to work alone. 
 

Preferable experience  

1. Experience of working in retail  

3. Experience in providing excellent customer service. 

Preferable Skills 

1. Able to use common IT systems and Microsoft Office package   

2. Able to prioritise your workload and work under pressure 

3. Basic administration skills.  

General 

1. There are no specific qualifications required, but please include evidence of 

relevant training and development in your application. 

 

   

 


