GOODWILL INDUSTRIES – MANASOTA, INC.

JOB DESCRIPTION

Job Title: Assistant Team Leader (ATL) Tier 1 & 2

          Revised: 01/2020
Department: Goodwill GoodNeighbor Center (GGC) Team Leader: GGC Team Leader Coach (TLC)
Status:  Exempt

MISSION CONTRIBUTION:

To ensure the efficient and cost-effective operation and stewardship of the Goodwill GoodNeighbor Center (GGC) to maximize profitability and increase training opportunities.

FUNCTION:
Under the supervision of the GGC TLC, the ATL is responsible for all aspects of operating a GGC.

SPECIFIC DUTIES:   
1. Ensures 100% world-class customer service.  
2. Under the supervision of the GGC TLC, the ATL hires, trains, develops, supervises and evaluates team members within the framework of Goodwill policies and procedures and job descriptions.  
3. Operates the GGC within budgeted expense to revenue ratios and donor value. 

4. Ensures good stewardship of all donations, through proper handling and processing of incoming donation flow in and out of the GGC in accordance with Goodwill Industries-Manasota, Inc. (GIM) policies and procedures.  

5. Under the supervision of the GGC TLC, the ATL schedules/maintains labor and payroll in accordance with GIM policies and procedures.

6. Responsible for image, maintenance, loss prevention, safety, and security of the GGC in accordance with GIM policies and procedures.

7. Under supervision of the GGC TLC, the ATL is responsible for ordering and maintaining supplies and all other GIM property in a secured manner in accordance with established budget and practices. 

8. Under the supervision of the GGC TLC, the ATL is responsible for:

· Cash handling

· Comment cards

· Monthly Safety Site Inspection

· Incident/Accident reports

· Petty Cash and Expense Reports

· Purchase and supply orders

· Quarterly PLU Reports and analysis

· Team Meeting Minutes

· Transfer and Rotation Report (TANDR)

· Weekly Scheduler with two weeks scheduled for all team members

· WESA Reports completed in an accurate and timely manner

· Work requests (Facility Maintenance and Information Support)

9. Maintains compliance with Commission on Accreditation of Rehabilitation Facility (CARF) standards.
10. Keeps informed of product knowledge, industry trends, and competitive pricing through comparative shopping of competitors (e.g., full or discount retail, consignment, and second-hand thrift.) 

11. Performs assigned duties and management responsibilities within the framework of our Guiding Principles and Core Values.

12. Attends in-service and related training as assigned by the GGC TLC. 

13. May be asked to participate in activities outside of Goodwill. 

14. Performs other duties as assigned by the GGC TLC. 

MINIMUM QUALIFICATIONS:

· Minimum of two years of management/supervisory experience in a business (retail) setting preferred.
· High School Diploma or GED required.

· Strong leadership, interpersonal, and verbal and written communication skills.

· Basic computer skills.

PHYSICAL REQUIREMENTS:
· Able to bend, reach and stand for extensive periods of time and lift up to forty pounds.  May be required to lift heavier goods/items with the assistance of another team member.

· Able to perform tasks that require repetitive motion; i.e., tagging or hanging clothes.  Manual dexterity is required.

SPECIAL REQUIREMENTS:  
· Must be available to work evenings and weekends.

· Must have a reliable means of transportation.

· Scheduling:  Must open the store at least (2) times per week and must close the store at least (2) times per week, on time.  This will result in managers opening and closing the store at least (4) days a week. 
Critical Performance Factors
1. Transaction Value








 


2. Donor value









 

3. Budgeted Sales vs. Actual Sales







 


4. Budgeted Profit vs. Actual Profit







 

5. Sales per Labor Hour








 


6. Payroll as a percent of revenue

 





 

7. Change round up as a % of transactions (>25% and higher than previous year)

 

8. Retention









  

9. Role Model Worker % of RFT TMs (Number of Full Time TMs that are RMW 

  

vs Non-RMW by %).

10. Image










  


11. GGC safety metric score
I have read this job description, all requirements and CPF, reviewed them with my team leader, and understand what is required of me.

Team Member (print/sign):________________/____________________ Date:______________

Team Leader (print/sign):_________________/_____________________ Date:______________

