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ST DAVID’S HOSPICE JOB DESCRIPTION 

Job Title:	            Hub Manager 	 
Responsible to:	Head of Commercial 
Accountable to:	Head of Commercial   
Responsible for:	Delivery & Collection Operatives / Donation Assistants, Furniture Restorer, Donations & Online Specialist, Sales Assistant & Hub Volunteers 
 


PURPOSE OF THE ROLE:

Enable St Davids Hospice to develop income revenue through effective management of all Hub Operations including The Furniture & Homeware Shop, E-commerce, Donation Sorting, Logistics & Furniture Restoration.

Promote and develop Furniture restoration / upcycling in line with hospice policies and procedures. The Hub Manager should support each section of the Hub and manage daily operations.




DIMENSIONS & LIMITS OF AUTHORITY:

Ensuring operations of the repair hub and all sections within the hub run smoothly, budgets adhered to, and targets met, reporting back to the Head of Retail of any issues or concerns.

Ensuring policies and procedures are being followed escalating any issues or concerns to higher management. 




MAIN DUTIES AND RESPONSIBILITIES:

Repair Hub Management

Oversee the Repair Hub, supporting and training all staff & volunteers., conducting regular performance reviews and providing feedback.

Implement, coordinate and maintain schedules to ensure timely completion utilising all available technology. 

Monitor inventory and quality assurance. 

Build relationships with recycling companies and explore new circular economy opportunities.

Collaborate with the Head of Retail and Head of Marketing to develop new services for fundraising and raise awareness.

Routine administrative and logistics duties using the organisations IT systems and HR data bases.

Financial Management & Reporting
Oversee the repair hub, shop, and logistics budget, ensuring cost-efficiency while maintaining high service standards.
Track key performance indicators (KPIs) such as sales targets, repair turnaround times, customer satisfaction, and logistics performance.
Report on hub, logistics, and shop operations to the Head of Retail providing insights into operational improvements.

Health And Safety 
Comply with all health and safety regulations as per St David's Hospice health and safety procedures 
Ensure that guidelines are always followed regarding Trading standards regulations and Health and Safety.
To undertake risk assessments and ensure that health and safety policies and procedures are always adhered to.
To complete all mandatory training requirements and ensure that staff and volunteers do the same. 
This job description is not exhaustive and may be subject to amendments in response to the evolving needs of the organisation, following appropriate consultation. The postholder will also be expected to perform other duties, within reason, as required to support the achievement of organisational goals.
PERSON SPECIFICATION:

	
	Essential
	Desirable

	Education, Training & Qualifications:
	· Full UK driving license
	· Management qualification and / or attended training
· Health and Safety qualification (IOSHH / NEBOSH)

	Knowledge & Experience:
	· Proven experience managing a team in a retail, logistics, or repair service environment.
· Experience managing budgets, tracking expenses, and controlling costs while maximizing profitability.

	· Experience overseeing logistics and supply chain processes, including inventory management, stock replenishment, and distribution.
· Experience with point of sales (POS) systems, transaction processing, and handling customer inquiries or complaints.
· Knowledge of the retail and or circular economy sector
· Knowledge of Trading Standards Law and UK standards 

	Skills & Attributes:
	· Strong IT skills and confident with using logistics / tracking software. 
· Strong communication and interpersonal skills.
· 

	· Excellent organizational skills
With ability to multitask and prioritise.
· A problem-solving mindset with a proactive approach to operational challenges
· Results-oriented, with a focus on achieving sales and operational targets
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