	POSITION DESCRIPTION

	Title
	Store Manager  

	Award
	Aboriginal Communities & Organisations (WA) Award 2001

	Level
	Level 6.1 WA Aboriginal Communities award 

	Position Status
	Permanent Full Time 

	Location / Base
	Ngaanyatjarra Lands


PURPOSE OF POSITION

(
To manage staff and resources to ensure the satisfactory operation of the Community’s Retail Store.

(
To provide effective leadership, management, supervision and on the job training to Aboriginal Store workers

(
To implement any policies of the Community Council which relate to the operation of the store.

REPORTS TO

Community Development Adviser
ABOUT NGAANYATJARRA COUNCIL
Ngaanyatjarra Council (Aboriginal Corporation) is an organisation representing the interests of around 2000 Ngaanyatjarra, Pintupi and Pitjantjatjara people living in 12 communities in the Central Desert region of Western Australia.

Ngaanyatjarra Council which was incorporated in March 1981 is the principal organisation in the Ngaanyatjarra corporate structure, which includes the following entities;

Ngaanyatjarra Services (Aboriginal Corporation)

Ngaanyatjarra Health Service (Aboriginal Corporation)

Indervon Pty Ltd (Caltex Alice Springs)

NATS (NG Agency & Transport Service)

Ngaanyatjarra Media (Aboriginal Corporation)

KEY RESPONSIBILITIES

1. Operations
Store Management

(
Oversee the day to day operation of the store.

(
Prepare stock orders using the agreed stock control system, having proper regard to stock levels and previous ordering history.

(
Receive and thoroughly check all goods ordered and received to ensure appropriate quality, quantity and price.

(
Calculate all sell prices for stock sold in the store according to the agreed mark up list.

(
Authorise any payments required by the store, providing all necessary documentation, with the co - signature of the person authorised by the employer.

(
Ensure that any planned expenditure in excess of $500, other than payments to regular suppliers, is to be referred to the Community Development Adviser for consideration and approval or otherwise by the Employer based on advice from the Community Development Adviser.

(
Ensure the security of all monies either by storage in the store safe or by secure transport to the aircraft taking it to the Bank.

(
Maintain the proper filing of all invoices and orders received or raised by the store.

(
Deal with all incoming business mail and ensure that the correct response is adopted.

(
Ensure that the stores operations comply with all relevant Laws and By Laws.

(
Ensure that matters which arise that are not within the scope of these stated duties are referred through the Community Development Adviser to the Employer.

(
Seek continuous improvement of the store’s services, suppliers and performance.

Supervision and Training

(
Supervise the honest, accurate, efficient and effective operation of all store points of sale (e.g. checkouts, take - away, credit sales, fuel).

(
Supervise the daily reconciliation of store takings with registered sales.

(
Provide on the job training for Aboriginal store workers utilizing training opportunities provided by Institutions approved by the Employer.

Policy Implementation

(
Implement the policies of the Ngaanyatjarra Council:

(
in relation to N.A.T.S. including supply and transport of stock, attendance at regional Store Manager meetings and any other related matters;

(
in relation to any other matters that are relevant to the duties of the Store Manager.

(
Acknowledge that there will always be areas of retail development that may be inappropriate in an Aboriginal Community.

(
As per the Aboriginal Communities and Organisations (Western Australia) Award 1996, Support Staff in addition to their normal job duties, are employed and resident upon Aboriginal/Indigenous lands for a limited tenure, and should see themselves as educators in those areas of expertise for which they have been employed.

2. Efficiency & Effectiveness

(
Quick to respond to enquiries and action where relevant and/or necessary

(
High Accuracy skills

(
Use of initiative, and completing tasks in a timely manner

3. Accountability

(
Ultimate accountability is to the Governing Committee of the Ngaanyatjarra Council, although primary accountability shall be to the Community Development Advisor.

4. Corporate & Social Responsibility

(
Adhere to Council By-Laws and Code of Conduct
5. Stakeholder Relationships

(
Be proactive in the area of relationship management with all Ngaanyatjarra staff, 
and develop sound working relationships through delivering appropriate and 
honest support and/or feedback

(
Ensure communications are appropriate to Ngaanyatjarra communities, and 
Ngaanyatjarra Council & it’s entities within which the role operates.

6. Integrity & Ethical Behaviour

(
Act with integrity at all times and ensure that areas of responsibility operate in an open, transparent and accountable manner.
SELECTION CRITERIA

The appointee should possess the following skills, abilities and experience;

ESSENTIAL
(
Knowledge of and commitment to the principles of Aboriginal self determination at the Community level especially as it relates to management, employment, training and enterprise development.

(
Basic knowledge and understanding of aboriginal history, culture and contemporary aboriginal political, social, cultural and economic issues.

(
Good supervision, problem solving, conflict resolution and team building skills.

(
Demonstrated ability to work with and under the direction of traditional Aboriginal people in a “dry” (no alcohol) community, where cultural norms and community development priorities may differ from your own.  Patience, maturity and a high standard of personal conduct is essential.

(
Well developed organisational and planning skills and the ability to maximise employment and training opportunities.

(
Demonstrated ability to deliver on the job training to CDEP Works Program workers.

(
Ability to ensure safe and healthy work practices, including knowledge of relevant Occupational Health and Safety principles.

(
Well developed supervision, problem solving, conflict resolution and team building skills.

(
Well developed organisational, management, and planning skills.

(
Ability to maximise income and employment opportunities.

(
Good numeracy and written and oral communication skills.

(
Ability to use stock control, ordering and word processing computer programs.

(
Basic accounting and banking skills.

(
Ability to operate and maintain cash registers, store refrigeration and other equipment, and resolve minor faults.

(
Ability to apply store pricing policy and financial management procedures.

(
Well developed knowledge of stock control principles.

(
Experience in staff management, supervision and training.

(
Experience in managing a store or comparable retail enterprise.

(
Formal training in business management, or an equivalent level of skill attained through significant experience and on the job training.

(
Patience, maturity and a high standard of personal conduct.

(
Ability to work long hours and cope with living in a remote location.

DESIRABLE

(
Experience in working in a store or comparable retail enterprise.

· Experience in working in an Aboriginal organisation.

APPLICATION LODGEMENT DETAILS

CLOSING DATE:  
CONTACT DETAILS

Should you wish to make for further enquiries regarding this advertised vacancy, please contact:

Sue Sokol



Human Resources Manager
Ngaanyatjarra Council

Ph.  
08 8950 1749



Fax. 
08 8953 1982


sue.sokol@ngaanyatjarra.org.au
	Our postal address is;
	And our Office Location;

	PO Box 644
	58 Head Street

	Alice Springs
	Alice Springs

	NT 
 0871
	NT 
 0870


