
Application Pack
> Retail Assistant

https://emmaus.org.uk/merseyside/


emmaus.org.uk/mossley

Thank you for your interest in the role of
Retail Assistant at Emmaus Mossley. 

This pack provides you with useful
information about our organisation, the job
vacancy and the application process.
Please take the time to read this pack and
our website to find out more about our
charity, community and social enterprise.
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Emmaus overview
Emmaus Mossley is a unique charity that
offers a home, work and individual support to
people who have experienced homelessness
and social exclusion. We don’t just give
people a bed for the night; we offer a home,
stability, companionship, work, personal
development and a sense of belonging.

At the heart of Emmaus Mossley is our
companions. Companion is the name given
to those who live in an Emmaus community
and work in the social enterprise, where they
support themselves and one another. Living
in a stable environment with the opportunity
of work and individually tailored support helps
our companions to regain lost self-esteem
and the confidence needed to get back on
their feet.

The majority of our charity's income is
generated in our social enterprise which
includes our Secondhand Superstore and on-
site workshops. Companions work in every
area of our social enterprise, directly
contributing to our charity whilst gaining skills
and valuable work experience. 

Since opening in 1997, Emmaus Mossley
has steadily grown and we now have the
capacity to support 26 companions at any
one time. As well as companions, we have a
dedicated staff team and a mix of skilled local
volunteers who support our work. Emmaus
Mossley as a family or extended family is a
feeling shared between many of our
companions, former companions, volunteers
and staff. We are a community within the
Mossley community, working together and
supporting one another to achieve individual
and collective positive outcomes.

Working at Emmaus Mossley can be
demanding at times but it is also very
rewarding, especially seeing people
overcome challenges and achieve their
goals. No two days are the same at Emmaus
and you can be sure of a diverse mix of
people to keep every day interesting. In
addition to work within our charity, there is
also the opportunity to volunteer alongside
other community members in solidarity
activities to support individuals and groups in
greater need.



A sense of belonging 
and community

We offer the companionship,
support and sense of
belonging that many people
who have experienced
homelessness may have
lost. It's a safe and caring
place where people can
settle and rebuild their lives.
Our community enables
people to share their
experiences and benefit
from peer to peer support.

A home for as long as 
someone needs it

In our Emmaus community,
everyone has their own
furnished bedroom. It is their
space for as long as they
need it. All bills are covered,
basic toiletries are provided
and fresh meals are
prepared in the communal
kitchen. Living and dining
areas are shared spaces
where people can relax and
socialise together.

Meaningful work in a
social enterprise

The people we support
spend time working in our
social enterprises and
community. For many,
taking part in meaningful
work gives them a focus and
routine each day. The
opportunity to become an
active part of society, and
make a contribution to it,
plays an important role in
restoring their self-esteem.

Being part of Emmaus Mossley is very enjoyable.

Emmaus was there for me when I was at my lowest

and have helped me to rebuild my confidence and my

life. I can say with all sincerity that I honestly don’t

know where I would be without Emmaus, it really

doesn’t bear thinking about.

"
"Gary, companion at Emmaus Mossley
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How Emmaus works
Emmaus supports people who have experienced
homelessness and social exclusion. We offer:

https://emmaus.org.uk/mossley


To work together to overcome homelessness

and social exclusion while using our voice to

achieve social change.
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Our mission

Our values

Respect
Sharing
Openness
Solidarity
Welcoming

Value and respect every person, opposing injustice

Be transparent and honest in all our dealings

Demonstrate solidarity and support for those in need

Create an environment of empowerment

Share and exchange resources, skil ls and learning



Emmaus movement
Emmaus Mossley is an independent local
charity that is governed by a board of
trustees who all live, work or are invested in
the improvement of Tameside, Oldham and
its surrounding communities. Whilst our work
is focused locally, we are also part of a much
wider Emmaus movement.

We are proud and active members of the
Emmaus UK federation, Emmaus Europe
and Emmaus International. The roots of
Emmaus stretch back to Paris in 1945 but
since then, more than 400 Emmaus groups
have been established in 41 different
countries around the world.

The first Emmaus in the UK opened in 1991
and Emmaus Mossley was the fifth to open in
1997. There are now 29 Emmaus
communities in the UK with more than 850
companions living at communities stretching
from Glasgow to Dover. No two Emmaus
communities are the same – each has its
own individual personality, providing a set of
services that meet the needs of its local area.

Across the globe, all Emmaus groups have
the same values whilst operating in very
diverse social, economic and political
contexts. All share the same goal; acting
against the causes of poverty and being
vehicles for social transformation through
allowing the poorest to become actors in their
own lives. 

Emmaus Mossley actively contributes to the
wider Emmaus movement in many different
ways. Within the UK we have supported and
mentored new Emmaus groups to help them
get established. We have companion
representatives who share their views and
ideas at national and international Emmaus
events. Companions and staff have also
taken part in solidarity work camps to help
Emmaus groups in other parts of Europe.

Find out more about the roots of Emmaus
and how the movement has developed to
serve people in need.
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Role overview
The Retail Assistant will provide day-to-day
support in areas such as clothing, textiles,
books and CDs, supporting companions and
volunteers who work in these areas. The role
will involve shop administration and ensuring
the smooth running of our social enterprise.

The Retail Assistant will help Emmaus
Mossley achieve financial sustainability whilst
ensuring Emmaus policies and procedures
are adhered to at all times

We are looking for someone with excellent
customer service skills, retail experience and
knowledge of merchandising and sales. 

This part-time role is based at the Emmaus
Mossley Secondhand Superstore and covers
Thursdays, Fridays and Saturdays. 

This is an exciting opportunity for a highly-
motivated individual, keen to make a
difference within a charity retail setting.

Retail Assistant



Job description
Retail Assistant
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Day-to-day running of the retail operation
Providing a specific focus for the effective function of the retail operation on Saturdays
Supervising and training of companions and volunteers
Carrying out shop administration
Ensuring Emmaus policies and procedures are adhered to at all times

Overall purpose of the job             
To supervise the effective operation of the retail operation with responsibility for: 

To merchandise retail stock in the shops effectively in order to maximise sales
To train, motivate, support and assist companions and volunteers in customer service, till
management and operations in the retail operation
To assist in the smooth running of collections and deliveries and stock control
To maintain housekeeping and health and safety procedures at all times
To ensure the retail administration procedures are followed at all time.

To assist other departments as necessary
To maintain professional boundaries and confidentiality
To carry out these tasks and responsibilities with an understanding of and commitment to
Emmaus’ equal opportunities policy
To use technology as required
To do all within your powers to keep Emmaus property secure and in good working order
To carry out any other duties deemed appropriate by the Retail Manager.

When carrying out your duties, the health and safety of everyone is your paramount
responsibility. In all your planning, control, training and supervision you must ensure that safe
working conditions are introduced and maintained.

Retail responsibilities

General responsibilities 

Duties & responsibilities

Location:

Accountable to:

Responsible for:

Emmaus Mossley

Retail Manager

Companions & Volunteers

https://emmaus.org.uk/merseyside/
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Develop and maintain good working relationships with other organisations and
companies, which will benefit Emmaus Mossley in relation to your areas of work
Develop and maintain the community’s relationship with the Emmaus movement at
regional, national and international levels
Liaise with other relevant outside agencies and involve them in the community where
appropriate.

With the support of the Retail Manager, ensure that all statutory responsibilities are met
Ensure all areas of work are clear and tidy at all times.

Assist the Retail Manager in the upkeep and maintenance of the retail areas, to ensure
that it provides a pleasant and welcoming environment whilst adhering to health and
safety requirements.

Cover for colleagues as and when required
Contribute to the overall Community Strategy
Assist the Director and other staff in the development of Solidarity action within and from
the community
Perform any other tasks or duties deemed necessary by the Director.

Internal and external relations

Health & safety

Facilities management

Other duties

Emmaus Mossley works with vulnerable people. Staff and volunteers must observe the
proper demarcation and professional boundaries while performing their role. 

The post holder must always act in a way which will maintain the good reputation of
Emmaus Mossley, upholding the policies and procedures of Emmaus. The Retail Assistant
will strive to preserve good working relationships with staff, volunteers, companions and the
trustees, keeping the appropriate key personnel well informed of significant matters relating
to the community.

We expect you to carry out your job responsibilities in an environmentally aware manner.
Our aim is to ensure all resources are utilised effectively and efficiently.You will be expected
to apply sound ‘value for money’ principles in undertaking purchasing or supply of goods
and services.

In Emmaus, volunteers are an important resource and make a vital contribution to
Emmaus’s aim to take action to help disadvantaged people. You will be expected to
encourage, develop and support volunteer involvement in our work.

Duties & responsibilities continued

General



Person specification
Retail Assistant

Educated to GCSE level or equivalent, desirable to have passes in English and Maths
Effective time management and organisational skills
Able to communicate effectively, verbally and written
Excellent customer service skills 
Recent charity shop retail experience 
Merchandising and sales skills
Experience of stock control and logistics management
Awareness of the need to maintain professional boundaries.

Accepting and promoting the values and ethos of Emmaus
Ability to work on own initiative
Flexible attitude to work, able to attend weekend and evening meetings
Ability to stay calm under pressure
Criminal Records Bureau clearance 
Driving licence 
Awareness and understanding of Equal Opportunities.

Education, skills and experience

General
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Terms of employment

Salary: 

Hours of work:  

Contract: 

Pension: 

Holidays: 

Training and development:

Employee Assistance: 

Probation: 

Retail Assistant

£9.90 per hour

24 hours per week 

12 months

An auto-enrolment pension arrangement is in place

25 days per year plus Bank holidays pro rota 

Individually tailored induction, training and development 

24/7 employee assistance scheme is available

Three months probationary period
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Application process
Retail Assistant

To apply for this role, please complete the
accompanying application form, DBS and
Equal Opportunities forms and email to
info@emmausmossley.org.uk

Please ensure you refer to the person
specification when completing your
application form. CVs and posted
applications will not be accepted. 

The closing date for applications is
9:00am on Monday 15 August 2022.

Those shortlisted will be invited to
interview on Friday 19 August 2022.

Emmaus Mossley is a charitable company limited by guarantee registered in
England & Wales with charity number 1055036 and company number 3183985. 

mailto:info@emmausmossley.org.uk

