
 
 

Job Title: Bookshop Manager  

Department: Cathedral Centre Books 

Reports to (job title): Chief Operating Officer 

Accountable to: Trustees of Diocese of Salford 

Responsible for: Bookshop Assistants / Sales Assistants 

Key Relationships: Reception colleagues 
Visitors 
Finance colleagues 

Location: Cathedral Centre, Salford Travel 
Required: 

Occasional travel may be 
required for which 
mileage would be paid 

Level/Salary Range: £22,000-£25,000 per 
annum depending upon 
skills and experience 

Position 
Type: 

Full-time, permanent 

Hours of Work: Usually 8.30am-4.30pm 
with 1 hour for lunch 5 
days a week over 
Monday to Saturday. 
 

Holidays 25 days per annum plus 
statutory bank holidays, 
plus 4 closure days 
between Christmas and 
New Year and 1-day 
Maundy Thursday 

Overview and Job Purpose: 

Job Purpose: 

Founded over 100 years ago the Catholic Truth Society (Diocese of Salford) is a Catholic Charity 
which has been involved with the circulation of theological, catechetical, and educational books 
and publications  

The Cathedral Centre is the Diocesan Centre for the Roman Catholic Diocese of Salford, housing 
all the professional support services offices of the Diocese as well as exceptional conference and 
meeting facilities.   

The Manager will be responsible for day-to-day operational management of the bookshop, 
including the selection and ordering of publications and other materials, supervision, and 
management of the staffing to ensure high standards of customer service.  They will be interested 
in and sympathetic to the aims and objectives of the Society and the Catholic Church and its 
community with a good knowledge of the Catholic faith. 

Job Description: 

Main duties: 

• Establish and maintain the bookshop standards of operation, providing excellent 
customer service at all times. 

• Lead and motivate a small team of employees to ensure the highest standards of service, 

to include monitoring and supporting on their performance, wellbeing etc. 



• Rostering team members to work and monitoring absence and holidays and signing these 

requests off and forwarding information to HR. 

• Ensuring the completion of timesheets by team members and submitting to HR. 

• Managing the day-to-day running of the bookshop, assisting team members where 

required or in their absence to cover their duties to keep the shop and displays clean and 

tidy. 

• Respond to general customer enquiries either by telephone, in person or by email and 
those fielded by team members. 

• Respond to orders received either in person, by telephone or through online means by 
processing sales and packaging orders. 

• Receiving deliveries, unpacking and re-shelving or storing stock. 

• Operating the till and accurately handling cash, cheques, credit/debit cards and voucher 

transactions. 

• Follow cashing up procedures and requirements. 

• Operation and maintenance of the bookshop website.  

 

Customer Service 

• Establish and maintain effective relationships with a wide and diverse range of internal 
and external customers including those from educational or religious environments. 

• Maintain a good working knowledge of the Society’s bookshop stock and available 
product lines not displayed to enable customers to be fully informed about the work they 
have purchased. 

• Ensure that any issues concerning customer care are investigated and acted upon. 

 

Commercial awareness and responsibilities 

• Apply sound commercial judgment to matters of the bookshop and develop increased 
sales opportunities and orders through marketing via e-commerce and social media. 

• Undertake analysis and research to sustain and increase customer base.  

• Managing regular stock checks and annual stock takes. 

• Directing and on occasion assisting in changing displays of shop stock. 

• Contribute to the identification of objectives for further development for the Society’s 
Bookshop. 

 

Partnership working 

• Work with other departments and key stakeholders in a spirit of cooperation and 
partnership working. 

• To work as part of a team both for the Society and as part of the wider Diocesan team 
based at the Cathedral Centre and assist visitors wherever possible. 

 

Health & Safety and Security 

• Ensure compliance with Health and Safety procedures are effectively carried out and any 
concerns are reported to the Health and Safety Coordinator. 



• Being vigilant to ensure the security of the shop and to prevent stock losses. 

• Package/wrap any orders securely as required. 

• Adhere to appropriate standards of dress for CTS employees. 

Other 

• To complete any other reasonable duties as requested by the Chief Operating Officer 

 

This is an excellent opportunity for a person who is enthusiastic about building and developing a 
host of customer bases and who wishes on a personal level to work determinedly to deliver 
exemplary customer service.  

PERSON SPECIFICATION 

 Essential Desirable 

Qualifications and 
training: 

• Minimum of grade C in GCSE 

Maths or equivalent 

 

 

• Formal qualification/s in 

Business Administration / 

Customer Service / 

Management and Leadership 

• Safeguarding training 

Experience: • Experience of managing, 

leading, and motivating a 

team 

• Customer service within a 

retail environment 

• Experience and 

understanding of retail 

market 

• Cash handling experience 

using electronic points of sale 

systems  

• Proven experience of 

maximising sales 

• Safeguarding experience 

• A good knowledge of the 

educational publishing 

market 

Knowledge, skills, and 
abilities: 

• A sound knowledge of sales 

and marketing within the 

Christian book and gift 

environment  

• First class customer service 

skills 

• Able to work and liaise 

sensitively, confidently, and 

effectively with diverse 

individuals and groups 

• Excellent interpersonal and 

relationship-building skills 

• Understanding or experience 

of working in an organisation 

with a religious ethos 

• Awareness or experience of 

the workings and structures 

of the Catholic Church 

• Understanding of 

religious/theological 

publications. 

• Knowledge of google 

analytics 

 



• Resilience and ability to deal 

with challenging customers 

or situations as required 

• High level of written and 

verbal communication skills 

• Excellent administrative and 

organisational skills 

• Competent in the use of 

current IT such as email and 

Microsoft Office including 

excel 

• Ability to apply sound 

commercial judgment 

• Good numerical skills 

• Interested in and sympathetic 

to the aims and objectives of 

the Society and the Catholic 

Church and its community 

• Committed to ensuring a safe 

and healthy working 

environment. 

• Able to work flexibly to 
respond to the needs of the 
key stakeholders. 

• Able to work effectively, both 
independently and 
collaboratively. 

• Able to plan and organise 
own time to meet deadlines 

• Able to manage life/work 
balance in self and other 
colleagues 

Personal qualities: • Commitment to ongoing 

personal development for 

self and team members 

• Responsible with a can-do 

attitude 

• Well-motivated 

• Enthusiastic and friendly 

• Innovative, creative, and 
willing to contribute to new 
ideas and programmes to 
develop the work of the 

 



Bookshop and Catholic Truth 
Society 

Other requirements: • This post is subject to an 

Enhanced Disclosure by the 

Disclosure and Barring 

Service.  

• All employees of the Diocese 

are expected to work to 

promote the safeguarding of 

vulnerable groups.   

• Able to work flexibly including 

evenings and weekends as 

the role required 

• Willingness to travel as 

required 

 

The above description is not intended to be an exhaustive list but to indicate the main 
responsibilities of the post.  It may be amended from time to time, after consultation with the 
post holder.  Any changes will be agreed in conjunction with the Head of Department. 

Other Information: 
 
References and Reports 

• Two professional references will be required. 

• This post is subject to an Enhanced Disclosure by the Disclosure and Barring Service and all 

employees of the Diocese are expected to work to promote the safeguarding of vulnerable 

groups.   

 
It is not an occupational requirement of this role that the post-holder be a Catholic. 
 
Health and Safety: All employees are required to take reasonable care of their own health and 
safety and that of others who may be affected by their acts or omissions. 
 
Confidentiality: During their employment the post holder may gain knowledge of confidential 
matters which may include personal or business-related matters.  Such information must be 
considered with high levels of confidentiality and must not be discussed or disclosed.  Failure to 
observe confidentiality could lead to disciplinary action. 
 
Data Protection: Where it is a requirement of the role, the post holder will have access to 
computers and other information technology.  He/she will be required to ensure that appropriate 
security procedures are followed and that confidential information such as passwords are not 
communicated to unauthorised individuals. 
 
Safeguarding: The Diocese of Salford is committed to safeguarding all children and vulnerable 
groups at risk within its community. The Diocese aims to embed a culture of safeguarding to 
prevent abuse and to provide support to individuals who have been hurt by abuse, taking the 
necessary actions to reduce the likelihood of further harm. All diocesan employees are expected 



to contribute to the creation of a safe environment, challenge inappropriate behaviours and 
report concerns in line with procedures.  
In fulfilling the duties of this role, the post holder may come into contact with children or 
vulnerable adults.  Therefore, they must adhere to diocesan safeguarding procedures. 
 
Probationary period: This position is subject to completion of an initial probationary period of six 
months. 
 
Driving: A driving licence and access to a vehicle will be required along with the ability to travel 
regularly to various parts of the Diocese.   
 
All Diocesan employees are expected to work with the highest standards of conduct at all times. 
Maintaining the respect and dignity for colleagues, clergy and visitors is essential. Employees are 
also expected to support the creation of a warm, pleasant and hospitable working environment. 

Compiled By: HR Date: Sep 2020 

Reviewed By: Cecilia Wain Date: Sep 2020 

 

I accept and agree with the details contained in this job description. 

Signed by Employee:  Date:  

Signed by Employer:  Date:  

 

I hereby declare that I have received and understood the procedures on how to deal with 
allegations or concerns of abuse and will comply with the Church’s Safeguarding Policies and 
Procedures https://www.csas.uk.net/procedures-manual/ 

Print Name:  Date:  

Signature:  Department/
Parish: 

 

 

Salford Roman Catholic Diocesan Trustees Registered Charity 
Registered Charity No. 250037 

 

https://www.csas.uk.net/procedures-manual/

