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Birmingham


1. Real Job Advertisement and Person Specification
Target role: Assistant Retail Manager
Employer: Pure N Sure Limited t/a Desi S-Mart Supermarket
Location: Birmingham
Contract: Full-time, permanent
Salary: £41,500–£43,500 per year
Vacancy source: UK Government Work Hub
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Main Responsibilities
· Support the day-to-day running of the store.
· Supervise employees and allocate tasks.
· Maintain strong customer-service standards.
· Monitor stock levels, replenishment and product presentation.
· Support sales performance and store targets.
· Support till and cash-handling procedures.
· Help maintain health, safety and store standards.
· Communicate effectively with colleagues and senior management.
· Person Specification
· Leadership and team supervision
· Customer service
· Communication
· Organisation and time management
· Delegation
· Problem solving
· Retail and stock awareness
· Attention to detail
· Reliability and flexibility


OLIVIA CHAUHAN
Birmingham 
07586361488 
2526532@student.uwtsd.ac.uk

Personal Statement
Motivated and customer-focused retail professional with experience in busy retail environments and a strong ambition to progress into management. I have developed strong communication, teamwork, organisation and problem-solving skills and enjoy supporting customers and colleagues. I am confident working under pressure, taking responsibility and adapting to changing priorities. I am now seeking an Assistant Retail Manager position where I can develop my leadership abilities, contribute to store performance and work towards my long-term goal of becoming a Store Manager.
Key Skills
· Customer service and complaint handling
· Team leadership and motivation
· Communication and active listening
· Organisation and time management
· Stock replenishment and merchandising
· Till and cash-handling procedures
· Problem solving and decision making
· Delegating and prioritising tasks
· Working under pressure
· Sales and commercial awareness


Employment History
Retail Manager – CityStyle Retail, Birmingham | 2024–Present
· Oversee daily store operations, ensuring high standards of customer service, efficiency and productivity.
· Supervise and motivate retail employees to achieve individual and team sales targets.
· Manage staff rotas, delegate responsibilities and coordinate daily workloads.
· Monitor sales performance and implement strategies to improve revenue and customer satisfaction.
· Oversee stock control, inventory management, merchandising and promotional displays.
· Train and support new employees, providing feedback and guidance to improve performance.
· Handle customer complaints and resolve complex issues professionally.
· Ensure compliance with company policies, health and safety regulations and operational procedures.
· Senior Retail Assistant – Urban Home Stores, Birmingham | 2022–2024
· Supported store management with daily operations and staff supervision.
· Assisted with training new employees in customer service and store procedures.
· Monitored stock availability and supported inventory management.
· Helped coordinate merchandising activities and promotional campaigns.
· Assisted supervisors with achieving sales targets and maintaining store standards.
· Handled customer enquiries, complaints and transactions professionally.
· Demonstrated leadership and organisational skills during busy trading periods.
Education History
BA (Hons) Business and Management – University of Wales Trinity Saint David | 2025–Present
Relevant areas: Business communication, leadership, organisational management, teamwork, marketing and business planning.
Level 3 Diploma in Business – Birmingham Metropolitan College | 2023–2025
GCSEs including English and Mathematics – Birmingham | 2023
BA (Hons) Business and Management – University of Wales Trinity Saint David, 2025–Present
Relevant areas: business communication, leadership, teamwork, marketing and business planning.
Level 3 Diploma in Business – Birmingham Metropolitan College, 2023–2025
GCSEs including English and Mathematics – Birmingham, 2023
Certificates and Training
Introduction to Retail Leadership – 2025
Level 2 Customer Service Certificate – 2024
Introduction to Retail Leadership – 2025
Health and Safety Awareness – 2025
Equality, Diversity and Inclusion Awareness – 2025.

References
Ms Sarah Mitchell
Regional Manager – CityStyle Retail, Birmingham
Email: sarah.mitchell@example.com
Telephone: 0121 000 0000
Mr Daniel Harris
Business and Management Course Tutor
University of Wales Trinity Saint David
Email: daniel.harris@example.com
Telephone: 0121 000 0001
Mr Daniel Harris – Course Tutor | daniel.harris@example.com | 0121 000 0001



3. Cover Letter
Dear Hiring Manager,
I am writing to apply for the Assistant Retail Manager position in Birmingham. With experience in retail management, staff supervision and daily store operations, alongside my ongoing studies in Business and Management, I am confident that I possess the skills and knowledge required to contribute positively to your organisation.
In my current simulated role as Retail Manager at CityStyle Retail, I am responsible for overseeing daily operations, supervising employees, monitoring sales performance and maintaining high customer-service standards. This experience has strengthened my leadership, problem-solving, communication and organisational skills. I have also developed an understanding of staff development, stock management and achieving business objectives.
Previously, as a Senior Retail Assistant at Urban Home Stores, I gained valuable experience supporting management, assisting with employee training and maintaining efficient store operations. Progressing from a senior retail position into management has helped me understand the importance of teamwork, effective communication and motivating employees to achieve shared goals.
Alongside my retail experience, I am studying towards a BA (Hons) in Business and Management at the University of Wales Trinity Saint David. My studies have strengthened my understanding of leadership, business planning and organisational performance, which I aim to apply within a professional retail environment.
I am particularly interested in this opportunity because it would allow me to contribute my existing management knowledge while continuing to develop professionally within a new organisation. I believe my leadership abilities, customer-focused approach and commitment to achieving results would make me a valuable addition to your team.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills and experience align with the requirements of the position.
Thank you for considering my application. I would welcome the opportunity to discuss my suitability for the role.
Yours faithfully,
Olivia Chauhan
2526532@student.uwtsd.ac.uk
07586361488
Birmingham



4. Vacancy Reference
UK Government Work Hub (2026), Assistant Retail Manager – Pure N Sure Limited t/a Desi S-Mart Supermarket, Birmingham.
https://www.jobs.service.gov.uk/jobs/6aba59d67d6343f991e85389
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Assistant Retail Manager

Company: PURE N SURE LIMITED
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Hours: Full-time & Print this job
Location: Birmingham, B14 7EW &3 Share this job via email
O Report this job
Working pattern: On-site
Job type: Permanent
Posting date: 28 Sept 2026
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Apply for this job >

Summary

ASSISTANT RETAIL MANAGER

Company: Pure N Sure Limited t/a Desi S-Mart Supermarket
Locations: Birmingham / Manchester

Salary: £41,500-£43,500 per annum, depending on qualifications and relevant
experience

Working Hours: 37.5 hours per week
Job Type: Full-time, Permanent
Work Arrangement: On-site

JOB SUMMARY

Pure N Sure Limited, trading as Desi S-Mart Supermarket, is seeking an experienced
and motivated Assistant Retail Manager to support the effective management of its
retail stores in Birmingham and Manchester.

The successful candidate will assist senior management with supervising employees,
maintaining stock availability, monitoring sales performance and delivering excellent
customer service. The position requires strong leadership skills, retailknowledge and a
practical approach to store operations.

KEY RESPONSIBILITIES
- Assist with the daily management and smooth operation of the retail store.

- Support the Retail Manager in implementing operational plans and company
procedures.

- Supervise, motivate and support retail employees during assigned shifts.

- Assist the store manager while preparing staff rotas and arranging appropriate shift
coverage.

- Monitor employee attendance, performance and compliance with store procedures.

- Support the store manager during recruitment, induction, training and development
activities.

- Monitor sales performance and help the store achieve its commercial targets.

- Review stock levels and assist with ordering and receiving merchandise.

- Ensure products are correctly priced, fully stocked and attractively displayed.

- Maintain effective stock-rotation procedures and minimise waste and stock losses.
- Oversee till operations, cash handling and end-of-shift reconciliation.

- Investigate and report cash, stock and pricing discrepancies.

- Handle customer enquiries, complaints, refunds and exchanges professionally.

- Support promotional campaigns and seasonal merchandising activities.

- Ensure compliance with food hygiene, health and safety, licensing and age-restricted-
sales requirements.

- Support loss-prevention procedures and identify potential theft, fraud or operational
risks.

- Maintain accurate employee, stock, sales and operational records.

- Prepare performance information and operational reports for senior management.
SKILLS REQUIRED

- Strong leadership and employee-management skills.

- Excellent communication and customer-service abilities.

- Good organisational and time-management skills.

- Ability to prioritise responsibilities and work effectively during busy periods.
- Strong knowledge of stock control, merchandising and retail operations.

- Competence in cash handling and electronic point-of-sale systems.

- Good problem-solving and decision-making abilities.

- Ability to analyse sales information and operational performance.

- Strong attention to detail and accuracy.

- Ability to communicate effectively with customers and colleagues from diverse
backgrounds.

- Knowledge of South Asian grocery products and customer preferences would be
advantageous.

- Ability to speak a South Asian regional language, such as Telugu, Tamil, Kannada,
Malayalam, Hindi, Punjabi or Urdu, would be beneficial but is not essential.

- Flexibility to work evenings, weekends and public holidays according to the rota.
QUALIFICATIONS

- Arelevant qualification in retail management, business management, commerce ora
related subject is desirable.

- Relevant professional or vocational retail qualifications will be considered.

- Candidates with substantial and directly relevant management experience may also be
considered.

EXPERIENCE

- A minimum of one year’s relevant experience in retail supervision, assistant
management or store management is required.

- Experience in a supermarket, convenience store, grocery store or food-retail
environment is preferred.

- Previous experience supervising employees, handling cash and managing stock is
essential.

- Experience preparing rotas, monitoring performance and resolving customer
complaints is desirable.

BENEFITS

- Competitive salary of £41,500-£43,500 per annum.

- Permanent, full-time employment.

- Paid annualleave in accordance with statutory and company entitlement.
- Workplace pension scheme, subject to eligibility.

- Employee training and professional development.

- Opportunities for career progression within the business.

- Employee discount, subject to company policy.

- Supportive and inclusive working environment.

HOW TO APPLY

Applicants should submit an up-to-date CV and a brief covering letter explaining their
relevant experience and suitability for the position.

Pure N Sure Limited is committed to providing equal employment opportunities.
Applications are welcomed from suitably qualified candidates regardless of age,
disability, gender reassignment, marriage or civil partnership, pregnancy or maternity,
race, religion or belief, sex or sexual orientation.

Applicants must have the legalright to work in the United Kingdom.

Apply for this job >

Related jobs
Shop Supervisor Retail Assistant Beauty Display Merchandiser L1
PURE N SURE LIMITED £12.71to £12.71 per hour £12.71to £12.71 per hour
Birmingham HR GO Recruitment eXPD8
On-site Permanent Solihull, West Midlands Permanent Part time
Fulltime Temporary Parttime

Browse more jobs

Accessibility Contact Cookies Privacy Terms of use

OGL

All content is available under the Open Government
Licence v3.0, except where otherwise stated © Crown copyright





