Penny Petroleum is the 4th largest independent forecourt retailer in the UK with over 70 petrol forecourts and convenience stores. Operating since 1994, this family business partners with all the leading fuel brands, as well as Booker Retail, Subway, Cost cutter and Spar CJ Lang. Our aim is to serve our communities whilst displaying the 5 ‘P’s, Pride, Perseverance, Positivism, Passion and Partnerships and having this at the core of everything we do.
Job Title: Assistant Manager
Job Purpose
To be responsible for the day-to-day good running of the site to ensure that customers receive the best possible service whilst remaining within the budgetary limits set by the Company.
Key Accountabilities
BUDGET MANAGEMENT
Maximise sales whilst remaining within the budgets set by the Company
CUSTOMER SERVICE
Set an example to staff by always demonstrating a high level of customer service Ensure a high standard of customer service is delivered at all times by staff
Carry out Sales Assistant / Supervisor duties as and when required in the interests of maintaining a high level of customer service
STOCK CONTROL
Ensure that stock is controlled efficiently
Place stock orders and oversee deliveries in accordance with Company procedure Ensure that stock is rotated and date checks are regularly carried out
Ensure that stock is regularly replenished
Carry out quarterly and / or weekly stock takes
SITE PRESENTATION / MERCHANDISING
Ensure that the store is well presented and all point of sale material is displayed in accordance with planograms
Ensure that high standards of housekeeping are maintained throughout the site
FUEL / FORECOURT MANAGEMENT
Order and manage the fuel for the site
Ensure forecourt meets Company and statutory standards
ADMINISTRATION
Ensure that all paperwork and administration relating to the site is carried out effectively and on time
Manage and maintain all site systems (e.g. back office IT, CCTV etc.)
Action all promotions in a timely manner
SECURITY
Ensure the safety of the premises and all personnel, cash, stock and property by complying with security procedures (with the support of the Area Manager).
Act as a key holder and attend the premises outside normal trading hours in the event of an alarm activation
PEOPLE MANAGEMENT
Manage staff rotas to ensure that there is optimum cover available to run the site, and assume ultimate responsibility for keeping the site open should cover be unavailable Manage and motivate staff effectively to ensure that they always conduct themselves in an appropriate manner and deliver good customer service
Delegate all site duties effectively
Conduct on the job training with staff in all aspects of their duties and develop them to achieve their potential
Carry out informal performance discussions in consultation with the Area Manager Refer issues of poor performance or misconduct to the Area Manager
Ensure that holiday arrangements are effectively managed
Display enthusiasm and commitment by leadership
COMMUNICATION
Liaise regularly with the Area Manager to keep him / her informed regarding the day-to-day running of the site and competitor activity
Communicate Company information, policy and procedure updates etc to all employees via notice boards, staff meetings or any other appropriate means
Liaise with external agencies and authorities as required Liaise with and utilise any available support from suppliers
SITE MAINTENANCE / HYGEINE
Manage upkeep and maintenance of all equipment and report any issues promptly
Ensure that standards of hygiene and cleanliness are met and that routine cleaning is carried out
TRAINING
Conduct induction and on the job training with staff in all aspects of their duties and develop them to achieve their potential
LEGAL COMPLIANCE
Act as license holder for the sale of alcohol on the premises and comply with all legal requirements relating to that license
Comply with all legal requirements regarding the sale of petroleum spirit
Ensure date and temperature checks are regularly carried out
Assume ultimate responsibility for compliance with all Trading Standards requirements
HEALTH & SAFETY
Adhere to all Health & Safety procedures and regulations and ensure that all staff are aware of those procedures and their responsibilities.
Please note that the list of duties included in this job description is not exhaustive, duties may alter in nature occasionally and from time to time you may be asked to carry out other reasonable duties.
Application deadline: 31/10/2021
Job Types: Full-time, Volunteer
Salary: £9.59 per hour
Benefits:
· Flexible schedule
· On-site parking
Schedule:
· 8 hour shift
Work remotely:
· No









Job Title: Assistant Manager
Assistant Manager Job Purpose:
Assisting the general manager with day-to-day responsibilities, overseeing staff, and providing stable leadership to the company.
Assistant Manager Job Duties:
· Handling customer complaints and resolving issues that employees are not authorised to handle on their own
· Dealing with schedule changes, employee call-ins, and other staffing issues
· Filling in for absent employees as needed to ensure smooth operation of the business
· Acting as a role model for all employees by continuously exhibiting a high level of service and attention to detail in all tasks
· Delegating tasks to employees
· Keeping day-to-day activities organised
· Recruiting and interviewing new hires
· Leading training classes or providing one-on-one training to employees
· Supervising employees and providing additional training and coaching as needed to ensure everyone is performing their job properly
· Resolving disputes between employees
· Addressing employee problems on the job to ensure everyone is thriving in the workplace and satisfied with their job and work environment
· Motivating employees to perform well
· Maintaining a safe and clean work environment
· Training employees in proper safety procedures and providing training updates as needed
· Organising promotions and spearheading marketing efforts by setting up displays and educating customers and employees on promotions or specials
· Managing projects as assigned and organising teams to assist in these efforts
Assistant Manager Skills and Qualifications:
Management Skills; Leadership; Motivational Skills; Strong Communication Skills; Multitasking; Customer Service; Problem Solving Skills; Creativity; Ability to Work Well Under Pressure; Performance Management; Ability to Foster Teamwork; Organisation; Ability to Educate Others; Basic Computer Skills; Attention to Detail  





Fazal Dad 
Flat 5 123 Vauxhall Road 
Nechells
Birmingham 
B74HW
201934@student.uwtsd.ac.uk

Dear Sir/ Madam, 
As I’m highly skilled Assistant Manager with 5 years of experience I am writing to express my interest in the Assistant Manager’s position at your company. My experience aligns well as I have worked in the retail business over the years and I know that I would make a valuable addition to your team.
After working in the petroleum business I have advanced knowledge in running a smooth operation in providing a unique service to customers. More over my previous experience offered me a variety of skills included, good communication, excellent relationship with customers, workforce and time management.
In addition to my experience I have solid educational foundation and process the vital skills to increase revenue growth and continuous success. Please review my attached application for additional details regarding my experience. Do not hesitate to reach out if you have any  questions. 
Thank you for your consideration.

Yours faithfully 
Fazal Dad  








Fazal Dad 
FLAT 5 123 Vauxhall Road 
Nechells 
Birmingham 
B74HW
2019436@student.uwtsd.ac.uk


I am currently an assistant manager with 5 years of experience of working in a petroleum industry. Areas of experience include stock ordering, buying, customer services and managing staff.
I love the demanding environment working to a store brings and possess drive energy and commitment to give the best experience for our customers.
I am ambitious and always strive to do better myself being the best that I can in my role and constantly look forward to learning new skills. 

Skills
· Organisation
· Communication 
· Ability to work under pressure 
· Decision making 
· Team work 
· Time management
· Self-motivation 
· Presentation skills 

Experience 
Texaco Petroleum Birmingham, Assistant Manager. 2021
Providing a high quality of service to customers, banking, daily reconciliation, stock ordering, place fuel orders, staff rota and general management roles. 



Experience 
Shell Petroleum Birmingham Assistant Manager 1999-2004
Supervising the site, banking reconciliation, stock ordering, staff rota and running a smooth operation. 
Education 
Certificate of Higher Education in Skills for the Workplace level 4. 2021
BA Honours Business Enterprise. 1996
HND Business and Finance. 1995 
HNC Business and Finance. 1993 
BTEC 1st + BTEC National in Business and Finance. 1991

Interest 

I am a sports person beyond work. Being a keen athlete gives me the assurance to participate in table tennis and cross rowing. I enjoy travelling and exploring other countries most recently I visited Pakistan, Spain, France and Germany.
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