SONIA DWORKIN
                                                                                      phone (123) 456 78 99

Sunday Supervisor                                                                       :info@qwikresume.com

Address: 1737 Marshville Road, Birmingham

Personal Profile 

15 years Retail Management experience and proven sales experience, punctual, works well under pressure and conscientious with stable work history self -starter and takes intiative to learn new job skills quickly highly motivated to deliver top quality customer service possess excellent driving record preformed customized resets and plan-o-grams has strong orientation to detail. Hardworking store Manager professional versed in all aspects of running a successful charity retail store, including opening and closing procedures, banking, merchandising, and recruiting. Effectively motivate employees to performance excellence and fosters a team environment focused on group success. 

I am able to work both in a team environment and on my own initiative. I have a friendly disposition and have a good sense of humour. I have been in a position where I work with children from Reception to Key stage 2 & 3. My goal is to work with children who have different abilities and I feel that I have made a difference in their lives.  I am also a good listener who has the ability to communicate with people at all levels. I am comfortable taking direction and enjoy a job well done. I am looking for the opportunity to apply and expand my skill set. I have the skills to oversee the running of a store making sure that it runs smoothly and effectively and these skill set include motivating sales teams, developing promotional material, and training new staff.

Key Skills and Experiences 

· Strong communication skills                    . Effective at self time 

· Experience of working with children      .  Liaising effectively  with parents/carers 

· Being a good team member                     . Good at keeping the environment tidy and hygienic 

· Meeting children’s needs                          . Making the environment safe 

· Knowledge of Data protection and Confidentiality  . Customer Service  .Microsoft Office 

· Prioritizing/managing deadlines   . Training

Employment History  

June 2021 - Current Cancer Research Charity Shop Sunday Supervisor  where I managed volunteer's, Opening/Closing of the shop, dealt with customer quieries and promoted the charity through Gift Aid, Staff Appraisal's using PDR's, Managed KPI's, Rotation of stock, House keeping, Sorting donations, Cash handling and Customer service. 

June 2018 -November 2021 YMCA Charity Shop Assistant Manager where I managed volunteer's, Opening/Closing of the shop, dealt with customer quieries and promoted the charity through Gift Aid, Staff Appraisal's using PDR's, Managed KPI's, Rotation of stock, House keeping, Sorting donations, Cash handling and Customer service.

June 2016 – Current Pupil Guide I work with children who have different needs taking them to school and collecting them from. I also liaise with the school to replay any information that the school would like me to inform the teachers or parents.

March 2013 – Current - before school and after school play worker, Kidz Zone Club, St Michael’s community centre, Gospel lane. 

October 2013 - January 2014 - Magenta Star, Christmas Grotto. I was employed as a chief elf to keep Father Christmas’s Grotto running smoothly. I was involved in planning, organising activities for children while they were in the grotto, accounts, time’s sheets and stock control.  

October 2014- January 2015 - Magenta Star, Christmas Grotto. I was employed as a chief elf to keep Father Christmas’s Grotto running smoothly. I was involved in planning, organising activities for children while they were in the grotto, accounts, time’s sheets and stock control.     

October 2015 – January 2016 - Magenta Star, Christmas Grotto. I was employed as a chief elf to keep Father Christmas’s Grotto running smoothly. I was involved in planning, organising activities for children while they were in the grotto, accounts, time’s sheets and stock control.     

2000- 2006 – Facilitator for Birmingham City Council - I employed to work as a facilitator to plan and organise holiday play schemes around the Birmingham area’s in open spaces.

2006 – 2010 – Birmingham Settlement Charity Shop – merchandising and window display, cashing up, housekeeping, rotation of stock, staffing and recruitment of volunteers, encouraging staff to get donators to be gift aiders and making sure that they understood what that meant to the charity, happy team and supporting them, customer complaints. I am a qualified PAT Tester and when electrical  were donated i would test them before they were put out to be sold.

2010-2011 – St Mary’s Hospice Charity Shop - merchandising and window display, cashing up, housekeeping, rotation of stock, staffing and recruitment of volunteers, encouraging staff to get donators to be gift aiders and making sure that they understood what that meant to the charity, happy team and supporting them, customer complaints.

Education and Training

2019-2020 Level 3/4 Management and Leadership Skills

2019- 2020 Level 2/3 Digital Skills

2014- 2015    Supporting teaching and learning in schools

2004- 2006    B-Tec National in performing Arts

2002               Mentoring level 2  
1996               Access to Higher Education Teaching 

1996               English Language GCSE (A) Maths GCSE (D) ART (D)

RETAIL MANAGER COVER LETTER

Sonia Dworkin                                                                                        Phone: (123) 456 7899
1737 Marshville Road,                                                                         Email: info@quikresume.com
Birmingham.

 Dear Mrs. Paul,
As a highly skilled Retail Charity Store Manager, I read your posting for a new Assistant Store Manager with interest. I believe that I have the right qualities you require for the job because I am very methodical and articulate I give my utmost best to everything I do. I enjoy a challenge and I know that not everyday will be the same and knowing that I will be raising money to help support a very good cause which my friends and family have supported. 
With more than 15 year’s experience as a Charity Store Manager, I’ve been consistently recognized for delivering a seamless customer experience, generating sales, and achieving both performance and profitability targets.  Currently, as Sunday Supervisor for Cancer Research, I deliver proactive support to the store Manager in running day-to-day operations of a busy store, including overseeing volunteer’s and managing inventory, store supplies, and front-end operations.  I know that not only do you work in the community but also work with the homeless; families who need support and know that people care. I am very passionate about gift aide as I am a gift aider for my local charities and I know that receiving that little more can help a lot more people. I am punctual and reliable person who works well under pressure. I have a friendly disposition and have a good sense of humor and believe that your work environment should be a happy place and stress free. I have been in a position where I work with volunteers and I believe that they should valued for the hard work that they do and always praised because without them it would be hard to have a fully functioning shop. I believe that you should also encourage them to want to better themselves by doing in-house training maybe improve their math’s or English so they can help their children as well as give themselves a goal/goals. My goal is to work hard and empower other people, raise money for the charity and if I can make a difference to person’s life then I know that I have made a difference. I am a good listener who has the ability to communicate with people at all levels. I am comfortable taking direction and enjoy a job well done. I am looking for the opportunity to apply and expand my skills. I have work in retail for 10 years and I have been a charity shop manager for 5 years I started as a duty manager and then worked my way up to be a manager. I also trained as a P.A.K. Tester who would test electrical goods and meant that we did not have to pay someone to come and test electrical donations and then the profits would remain in the charity. I believe that house keeping is also a vital part of the job role because a clean shop is an inviting shop and shows customers that you care. 
I would greatly appreciate the opportunity to meet with you and further discuss my qualifications and requirements in detail.
Yours Sincerely,

Ms Sonia Dworkin

Deputy Shop Manager

 Acorns Children's Hospice Trust are now looking for a Deputy Shop Manager to support the Pershore Shop Manager in leading a team of volunteers, achieving set targets and maintaining standards. You’ll work 37.5 hours per week, including some weekend working.

About the Role
Acorns have a network of shops across the West Midlands. Our shops generate a substantial level of income and goodwill to enable us to care for children and their families.

Our focus is around empowering volunteers to maximise their potential within our shops. The Deputy Community Shop Manager role is to work with and support the Community Shop Manager, in making decisions to drive their business within their community, to encourage volunteer and donor support, and to act as an entrepreneur to maximise every sales opportunity available. The role of Deputy Community Shop Manager is at the forefront of Acorns’ role within the community.

You’ll work with the Community Shop Manager to make local decisions about the quality of stock, levels of pricing and style of merchandising. You’ll discuss sales reports from the EPOS system, analyse and in consultation with the Community Shop Manager, make decisions based on the data and trends these reports show. You’ll provide inspired leadership and motivation for a team of volunteers and maximise the potential of every individual within your shop by understanding their skills and experiences, and utilising them to reach their full potential.

About You
You will be excited by targets and strive to beat your agreed target for donated sales and gift aid. You’ll be IT literate as you’ll need to understand the data from our sales reporting system and discuss sales reports. You’ll have the ability to lead and motivate a team of people. Previous experience of working with volunteers would be advantageous.

We want our Assistant Shop Manager to firmly embed their shop into the fabric of the local community by being proactive in assessing opportunities within the community for the shop to get involved in, so ideally you’ll be based in the local area.

You’ll be happy to work weekends and enjoy a role that involves significant levels of manual handing. You should have the ability to travel independently throughout the organisation to cover shops and attend area meetings.

What We Offer
· £18,817 per annum

· 37.5 hours per week

· Based in our Pershore shop

· Employee discounts from leading retailers

· Employee gym discount scheme

· Bike-to-Work scheme

· Generous contribution to group personal pension plan

· Acorns group life assurance scheme

To be considered for the role of Deputy/Assistant Shop Manager please click apply below to submit a copy of your CV

· Contact: Tanya Paul

· Reference: Totaljobs

· Job ID: 96739945

