
 
Retail Co-ordinator Role Description 
 
Reports to: Interim General Manager 

Role Purpose:  To coordinate the SU Shop and E-shop 

Salary:  £16,216 pro-rata, £8.91/hr. 

Hours: 14-21hrs/wk over 3-4 days (negotiable) 
Key Relationships: Elected Officers, Student Volunteers, LTSU Staff, University Staff,  

 
Key Responsibilities 

• To be the first point of contact in our SU Shop providing excellent customer service 
to students.  

• Working closely with the General Manager and Deputy General Manager to 
coordinate the SU Shop to be a one stop offer for student enquiries and retail offer 
that delivers excellent customer service. 

• Coordinate stock ordering, deliveries and replenishment of the SU Shop. 

• Sell NUS Extra cards and ensure maintenance of an accurate inventory. 
 
Customer Service 

• Maintain knowledge of key Union and student life activity on campus to support 
answering queries effectively 

• Record footfall to the SU Shop including type of enquiry.  

• Take ownership of the student facing areas of the Union ensuring they are kept clear 
and tidy. 

• To maintain the student facing areas and back of house of the Students’ Union 
ensuring they look professional at all times.  

 
Administration 

• Maintain an accurate inventory of stock and reconcile sales and stock against EPOS 

system. 

General 

• To develop positive and productive working relationships with colleagues, partners 
and stakeholders. 

• To work with colleagues leading on Marketing to ensure students, staff and 
stakeholders are aware of all activities relating to the SU Shop. 

• All work to be done in line with Union constitution, policies & procedures and 
appropriate Health and Safety, Insurance, Financial legislation 

• Adopt a flexible approach to work hours including evening, weekend and remote 
working often at short notice 

 
Critical Success Factors 

• Strong customer service within SU Shop.  

• Meeting financial targets. 

• Developing a new online retail offer. 

• Increased offer of items available for students to purchase over time. 
 



The role description is an outline of the main responsibilities of the post and may be subject 
to any future amendments as may be deemed appropriate. Such other duties may be 
reasonably prescribed by the organisation, appropriate to the salary and responsibilities of 
this post.   

 



 

mailto:LTSUHR@leedstrinity.ac.uk

