
 

 

Job Title:                        MCC Thrift Shop Assistant Manager 

Reports to:                    MCC Thrift Shop Manager 

Time Commitment:     0.45 FTE  

Location:                       Sargent MCC Thrift Shop           

                                       644 Burnell St.   Winnipeg MB,  R3G 2B7 

Salary:                Based on education and/or experience 

 

Notice: This job description is provided as a general summary of common job duties performed 

by individuals assigned this job title. It is not all-inclusive, nor is it intended to create a contract, 

written or implied, between employees and WECAC. 

 

Synopsis:  

 

The Assistant Manager reports directly to the Manager.  In the Manager’s absence the Assistant 

Manager will provide supervision and oversight of shop operations ensuring that the shop is 

operated according to the policies and guidelines established by the Board, Executive, Shop 

Manager and MCC in support of the work of MCC. The Assistant Manager will work with 

volunteers and under the direction of the Manager to promote faithful stewardship to raise 

funds for, and awareness of, the work of MCC. This hands-on role includes ensuring a good 

community presence, providing quality customer service and merchandising, ensuring health 

and safety standards are met, efficient backroom processing of donations and sound handling 

of cash flow and finances. 

 

Principal Duties and Responsibilities 

 

1) Store Management & Merchandising  

 

a) Develops and implements written procedures for shop operations, including opening and 

closing the Shop; procedures for accepting, sorting, pricing donations; security procedures for 

staff and volunteers, handling of cash, and other relevant procedures as needed. 

b) Oversees the processing, manages the rotation, and the disposal of donated merchandise in 

a timely fashion. Processes include sorting, tagging, displaying and disposing, providing 

leadership to staff and volunteers; setting standards for merchandise and communicate same. 

c) Manages supply inventory and orders as necessary.  

d) Contributes to the development of annual revenue projections and meets financial goals. 

e) Understands budget management; controls cash expenditures. 



f) Keeps current with knowledge of resale, thrift, retail trends through daily reading (e-mail, 

publications) and participates in periodic offsite training. 

g) Meets periodically with other Thrift Shop managers for networking. 

h) Recommends, implements, and leads initiatives to improve efficiency and effectiveness of 

operations.  

i) Opens and closes the Shop or delegates as necessary 

j) Co-ordinates regular maintenance that includes cleaning, clearing snow, garbage pickup and 

other activities to ensure high standards of operation are achieved  

 

2) Staff/Volunteer Management  

 

a) Screens, interviews and approves new volunteer applicants in keeping with the WECAC and 

MCC mission, purpose and code of conduct standards. 

b) Continually assesses the Shop’s need for volunteers and recruits as necessary. 

c) Develops volunteer schedules to maintain adequate personnel to accomplish tasks and 

respond to customer demand.  

d) Orients, trains and supervises Shop volunteers.   

e) Maintains current knowledge of WECAC policies and procedures; monitor staff/volunteer 

adherence to policies and procedures; takes corrective action as necessary to ensure 

compliance.  

f) Conducts regularly-scheduled communication with staff/volunteers to provide direction, 

guidance and oversight to personnel.  

g) Consults with staff/volunteers on a regular basis, addressing concerns and sharing ideas. 

h) Provides timely direction and written and verbal feedback to staff/volunteers.  

i) Ensures staff/volunteers are fully trained and competent to perform their job as defined by 

their job description. j) Ensures staff is knowledgeable of WECAC and MCC mission, policies and 

procedures and are compliant.   

 

3) Marketing & Promotion  

 

a) Analyzes sales and current inventory in order to provide projections and recommendations 

to retain customers and increase sales. 

b) Develops and implements retail strategies to achieve organizational goals.  

c) Oversees the display of merchandise inside the Shop to enhance the appearance and appeal 

of the Shop.  

d) Networks with agencies in the surrounding area for mutual benefit in fulfilling the Thrift Shop 

mission.  

 



4) Customer Service  

a) Provides service to customers according to standards and ensures staff and volunteers follow 

same. 

b) Promotes excellence in the customer service experience for all visitors to the Thrift Shop 

through staff training, surveys, and focus groups. 

 

5) Financial Management  

a) Uses WECAC resources (financial and non-financial) prudently. 

b) Acknowledges and follows financial policies of WECAC. 

 

6) Health and Safety  

a) Compliance with Health Canada Consumer Safety requirements for selling second-hand 

products in Canada as well as products identified on the MCC Thrift Shop Network Do Not Sell 

List  

b) Develops, maintains and monitors health and safety practices ensuring volunteers and 

customers are not at risk.    

 

Education, Experience, and Skills Required 

1. Post-secondary education is highly preferable or equivalent retail/resale experience.  

2. Experience in retail management (3+ years) and supervision of staff (2+ years).   

3. Experience overseeing/directing volunteers an asset.  

4. Reliable and trustworthy; sound decision-making skills.  

5. Strong verbal, writing and organizational skills.  

6. Proficiency in Windows, Social Media Applications and Microsoft Office.  

7. Knowledge of budget management, bookkeeping, and financial projections.  

8. Demonstrated ability to serve clients in a professional, welcoming, and efficient manner. 

9. Co-operative, friendly, and helpful attitude toward clients, staff and volunteers.  Ability to 

work closely with other staff to ensure positive, constructive environment.   

10. Ability to thrive in a fast-paced and growth-oriented environment, while maintaining a 

sense of humor and a positive, solution-oriented approach.  

11. Passion and enthusiasm for the mission of WECAC and MCC.   

12. Ability to maintain a flexible schedule with availability to work weekends as needed.  

13. Ability to work independently and in a team setting.   

 

 

 

 

 



Delineation of responsibilities  

 

Assistant Shop manager(s) report directly to the Shop manager.  

  

Matters pertaining to the physical plant i.e. structural problems, renovations, electrical, heating 

and air-conditioning etc. are the responsibility of the WECAC Executive Committee.  

  

Matters relating to finance such as loans, mortgages, contracts and payment of accounts are 

the responsibility of the WECAC Treasurer. 

 

Physical Requirements  

 

1. Requires ability to stand up to 7 hours per day with frequent walking, bending, squatting, 

pulling and pushing.  

2. Requires ability to keyboard at computer for up to 2 hours per day.   

3. Occasionally may be required to lift items up to 20 pounds to a height up to 6 feet and 30 

pounds to a height of 3 feet.  

4. Occasionally may be required to carry items up to 40 pounds for distances up to 25 feet 

 

Please submit your resume and cover letter of interest by email to: 

 

Vic Rempel 

President WECAC Inc. 

vicrempel@mymts.net 

 

mailto:vicrempel@mymts.net

