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Volunteer Role: Retail Manager

The Heath Robinson Museum shop is seeking a Volunteer Retail Manager to lead the Retail Team, which
runs the Museum’s on-site and online shops. The role combines creativity and organisation to ensure
visitors enjoy a distinctive shopping experience inspired by William Heath Robinson’s work, temporary
exhibitions, and local makers.

The Retail Manager chairs the Retail Committee, supported by the Retail Management Support, the
Retail/Ecommerce Volunteer, and the Curator of The Maker’s Art. All roles are voluntary and work closely
together. Front of House staff, managed by the Museum Operations Assistant, handle daily sales and
visitor service.

Time commitment: Around 8 hours per week (varies seasonally)
Training: Provided

Main Responsibilities

Leadership & Coordination
e Lead the Retail Team to deliver a profitable and inspiring shop (on-site and online).
e Communicate new products and promotions to Front of House staff.
e Visit the shop regularly to support volunteers and check stock and displays.
e Arrange 6-weekly Retail Team meetings.
e Prepare 6-weekly Retail Report for submission to the Management Board and attend these
meetings.

Product Development & Buying
¢ Plan and source new merchandise, including Heath Robinson designs and exhibition-related items.
e Oversee supplier selection, pricing, and ordering.
(Supported by the Retail Management Support Volunteer)

Inventory & Operations
¢ Monitor sales and stock levels; manage reorders and deliveries.
¢ Keep the retail storeroom organised and ensure the shop is well-stocked and attractively displayed.
e Lead the annual stocktake and resolve discrepancies.
(Supported by the Retail Management Support Volunteer)

Marketing & Finance
e Draft short retail updates for newsletters and social media.
e Arrange photography of new products for online shop and e-marketing
e Support Christmas promotions and special campaigns.
e Check supplier invoices and pass to Finance Manager for signoff and payment
¢ Reconcile weekly shop takings and cash balances.
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Skills & Experience
¢ Confident using computers and Excel; willing to learn the EPOS system (Venpos).
o Detail-oriented, organised, creative, and analytical.
e Enjoys working collaboratively.
o Retail experience helpful but not essential.

The Retail Manager works closely with the Retail Management Support Volunteer to share expertise and
ensure smooth running of all retail operations.

What’s in it for you?

Volunteering with us is a great way of meeting people and learning something new whilst helping support a
local charity. Volunteers need no prior knowledge of Heath Robinson and his work; we will provide you with
all the training you need. Like all our volunteers, you will get a 10% discount in our shop, 10% off select event
tickets when purchased at the till & free entry to museum exhibitions. We can reimburse public transport
travel expenses up to £5 per day and provide free onsite parking for volunteers.

Contact
Lucy Smith, Museum Manager, Heath Robinson Museum, Pinner Memorial Park, West End Lane, Pinner,
HAS 1AE E: manager@heathrobinsonmuseum.org T: 020 8866 8420
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