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QUAKERS IN BRITAIN
JOB DESCRIPTION  
	JOB TITLE:

      Bookshop Supervisor    
REPORTING TO:
      Floor Manager- Front of House
RESPONSIBLE FOR:     N/A. Bookshop volunteers 
DEPARTMENT:
    Hospitality 
DATE:


    March 2026


Job Purpose 
To effectively support the daily operation of the Bookshop, delivering excellent customer service and maintaining high visual merchandising standards. The role ensures that visitors experience a welcoming, professional, and values-led environment while assisting with sales, displays, and volunteer coordination. Working collaboratively with the Front of House Manager and Retail Buyer, the post holder helps achieve smooth operational delivery and contributes to the overall visitor experience across Front of House areas
Key Accountabilities & Main Tasks: 

· Support the daily operation of the Bookshop, ensuring high standards of presentation, stock display, and customer service.

· Deliver exceptional service by assisting visitors with product information, queries, and recommendations.

· Assist the Retail Buyer with stock management activities, including receiving goods, labelling, and visual merchandising.

· Operate the EPOS/till system, ensuring accurate transactions, cash handling, and end-of-day reconciliation.

· Recruit and oversee volunteers to provide shift cover for the Shop.

· Ensure volunteers are trained and motivated.

· Maintain a safe, clean, and organised retail space in line with Health & Safety and fire procedures.

· Support sales promotions, displays, and book launches as directed by the Retail Buyer or FOH Manager.

· Collaborate with the Café, Reception, and Events teams to provide a consistent visitor experience.

· Undertake any other reasonable duties required to support the smooth running of Front of House operations.

Working Conditions, Physical and Emotional Demands 

The role is full-time and site based. Hours are typically Monday to Friday, but  some early mornings, evenings, weekends, and occasional public holidays, depending on business and operational needs.
Flexibility is essential during busy periods, retail peaks, or large events.
The role is hands-on and customer-facing, requiring long periods of standing, movement across the site, and occasional manual handling (e.g. deliveries, displays).
Home working is not applicable.

Other Responsibilities:  

· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that QiB’s Safeguarding Policy is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Equal Opportunities Policy is adhered to in all aspects of the role 
· Responsible for ensuring that QiB’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring that QiB’s commitment to sustainability is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Staff handbook is adhered to at all times.

· A commitment to championing equity, diversity and inclusion in our workplace community 

Safeguarding Requirements:
· Completion of mandatory training modules on safeguarding adults and children, including annual refresher training.  

QUAKERS IN BRITAIN
PERSON SPECIFICATION

	Job Title:              Bookshop Supervisor
Department:
    Hospitality  
Date: 

     March 2026


Essential Skills, Knowledge and Experience



· Sympathy with and knowledge of Quaker values 
· Substantial experience working in a retail environment. (A, I)

· Good awareness of stock control best practice (A, I, As)

· Excellent visual merchandising skills. (I, As)

· Knowledge of basic Health & Safety, and manual-handling practices (training provided). (I, As)

· Confidence using EPOS systems including back of house systems. (A, I, As)

· Strong interpersonal and communication skills, with a friendly, professional manner. (I, As)

· Good organisational skills, accuracy, and attention to detail. (I, As)

· Ability to work independently and as part of a team. (I, As)

· Commitment to excellent customer service. (I, As)

· Experience of working with a team of assistants or volunteers. (A,I)

· A genuine interest in books and merchandise. (I)

· A good understanding of equity, diversity and inclusion in the workplace
Essential Behaviours:

· Sympathetic to Quaker values and ethos (A)

· Demonstrates a welcoming, inclusive, and service-oriented attitude. (I, As)

· Works collaboratively across FOH and BOH teams, supporting others when needed. (I, As)

· Takes ownership of tasks, follows procedures, and maintains reliability and consistency. (I, As)

· Adapts positively to changing visitor demands or operational pressures. (I, As)

· Models calm, professional, and solutions-focused behaviour under pressure. (I, As)

· Contributes to a positive workplace culture that reflects teamwork, respect, and integrity. (I)

· Able to work collaboratively with a head office buying function. (I, As)

Essential Qualifications:
· Educated to A Level standard or equivalent. (A)
Desirable (Not Essential):

· Basic Health & Safety or Manual Handling training. (A)

· Customer Service qualification, such as World Host. (A)

· Interest in books, education, or social justice themes aligned with Quaker values. (I)

· Experience of line managing staff or volunteers. (A, I)

For management use only: (A: Application or CV, I: Interview As: Assessment at selection)
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