
 

Craft Shop Assistant (Maternity Cover) 
 
 

JOB DESCRIPTION 
 

Hours:   2 days rising to 4 days for November/December and to provide holiday 

cover 

Location:   New Brewery Arts, Cirencester 

Contract:   Fixed Term. Until 31st December 2019 when the position will be 

reviewed. 

Annual leave:  Pro rata - 31 days holiday per year, rising to 33 days after two years’ 

service, plus bank holidays 

Responsible to:  Deputy CEO and Assistant Shop Manager 

Wage:              Living Wage  

 

INTRODUCTION 
New Brewery Arts is a charity focussed on craft and comprises galleries, artists’ studios, café and 

shop, and guest accommodation; we deliver an extensive programme of courses and workshops. As 

a day visitor destination, we receive around 270,000 visitors every year.  

 

As part of our trading arm, our Shop team is at the front line of generating the income we need to 

deliver our vision, whilst delivering an exceptional service for our visitors.  

Our vision is to be a bold, ambitious arts organisation, championing craft and creativity for all. We 

support craftspeople through providing subsidised studios and through a supportive retail offer 

which creates opportunities for approximately 400+ artists each year. Our shop encapsulates our 

belief in the importance, relevance and meaning of hand-made items in our daily lives. We deliver 

craft engagement all ages and abilities through courses and workshops.  

As an Assistant in our Shop team, you'll be responsible for welcoming visitors to New Brewery Arts, 

actively promoting our full range of activities as well as Shop sales. You'll deliver outstanding 

customer service to a broad range of visitors and do everything possible to consistently exceed 

visitor expectations, offering them help and advice with their purchases in our shop. This means 

maintaining a thorough knowledge of our products, being on hand to help, and ensuring our shop is 

maintained to a high standard. 

 

 



 

PURPOSE 

The main purpose is to work as an active Shop team member to ensure the smooth running of the 

Craft Shop, reach sales targets, deliver excellent customer service and back-office admin support.  

 

• To be an active member of the organisation’s Shop team, working to support the organisation’s 

mission, aims and values. 

• To work in conjunction with the team to ensure the smooth running of the Craft Shop, including 

administrative support. 

• To deliver excellent customer service 

• To increase retail income through merchandising and selling  

 
 
DUTIES AND RESPONSIBILITIES 

General: 

• Dealing with enquiries for New Brewery Arts and providing visitors with information, general 

administration, providing visitor and building supervision. 

• Dealing with Gallery sales and security  

• Keeping the front of house areas clean and tidy  

• Occasional Building Supervision; Alarming/Un-Alarming: 

• Preparing the building in the mornings and packing things away at the end of the day  

Shop duties: 

• Selling to the public  

• Maintaining a high standard of customer care, having a pleasant demeanor at all times 

• Managing customer orders, queries and complaints 

• Dealing with supplier administration; liaising with craftspeople and makers in person, over the 

phone, and via email and dealing with all queries promptly and efficiently 

• Displaying stock 

• Manage online product sales, including prompt dispatch of orders 

• End of day cashing up  

 
Stock Control: 

• Ensuring all deliveries are checked recorded and priced 

• Assisting with the preparation of the monthly sales and payment reports for the sale or return items 

in the craft shop (and when required the gallery) 

• Enter all stock SOR and bought onto EPOS System  

 

• Any other reasonable duties requested by the CEO or Deputy CEO 

 

 

 
 



 

PERSON SPECIFICATION 
 

ATTRIBUTES 
 

 

Qualifications 
 

A degree (or higher) or equivalent in craft, design or the visual arts is desirable 

Skills and experience ESSENTIAL  

• Enthusiasm for, and knowledge of contemporary craft 

• Strong computer skills to include Excel, Outlook and Word 

• Good understanding of social networking sites 

• Numerate to GCSE level  

• Some cash handling experience 

•  

 
DESIRABLE  

• Educated to degree level or equivalent (preferably Arts/Craft)  

• Experience of dealing with the public 

• Experience or interest working for an arts organisation 

• Retail experience 

 

Personal Qualities • Genuine enthusiasm for working with people  

• Excellent customer service skills  

• The ability to work to sales targets, and sell confidently  

• Good understanding of New Brewery Arts and what we do  

• Able to be flexible on working days and times 

• Self-motivated and willing to use own initiative 

• Ability to work within a small team and under pressure 

• Accuracy and attention to detail 

• Able to demonstrate a positive outlook.  

• Physically able to move bulky items around storerooms. 
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