
 

 
 

CAPEL MANOR COLLEGE 

 

JOB DESCRIPTION AND PERSON SPECIFICATION 

 

 

 

KEY RESPONSIBLITIES 

 

1. The post-holder will be responsible for providing customer service in the Forty Hall 

Farm Shop, and various administrative and financial responsibilities associated with 

the Farm Shop. 

 

General Responsibilities 

 

1. Providing excellent customer service to customers in the Forty Hall Farm Shop and 

to visitors to the Farm. 

 

2. Maintaining a safe and healthy working environment in accordance with the 

College's health and safety policies and procedures. 

 

3. Operating within the College's Equal Opportunities framework to achieve targets. 

 

MAIN DUTIES AND RESPONSIBILITIES  

 

1. Greeting and serving customers in the Farm Shop and dealing with customer 

enquiries, as well as visitor enquiries relating to Farm events, opening hours and 

operations.  

2. Welcoming visitors to the Farm and taking entrance fee, and providing information 

about the Farm. 

3. Set up and opening of Farm Shop in the morning, including display of fresh 

produce, setting up of cash register and distribution of local signage. 

4. Monitoring stock levels throughout the day and stocking up shelves as needed, and 

monitoring the shelf life of products. 

5. Responsible for shop security during opening hours, ensuring shop is fully locked 

when left and ensuring Farm stockroom remains locked during the day. 

6. Daily stock control of fresh produce, ensuring the quality of Farm-grown salad and 

vegetables on display is maintained at a high standard. 

7. End-of-day banking and cashing up of tills and PDQ machines, and transferal of 

daily takings to the Farm safe. 

8. Pricing of new stock, dealing with new deliveries, and creating and maintaining 

product displays.  
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9. Cleaning and maintenance of a tidy workspace and shopping areas, and 

following of shop’s daily Health and Safety procedures (inc. checking freezer 

temperatures, checking use-by dates, regular cleaning etc). 

10. Assisting with Farm Shop social media activity, by contributing to Farm Instagram 

account. 

11. Helping at Farm open days and events, including the Forty Hall Farmers Market. 
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Person Specification 

We want the post holder to be able to demonstrate the following competences to a high 

level and want to use these to the full in their work.  This is more important than having a 

great deal of direct experience of the job content, and we will be looking for evidence of 

all the following key competences during the selection process, if you are shortlisted.  

 Personal effectiveness, organisation 

and delivery of results 

 Proactivity, initiative and problem-

solving 

 Self-development and expertise 

 Managing self and relationships 

with others (including team-working 

and co-operation) 

 Communication 

 Student / customer focus & managing 

diversity 

 Maintaining and using systems and 

processes (including IT) 

 Analysing and interpreting written and 

numerical information 

We need you to use the application form to demonstrate your capabilities in relation to 

each of the criteria listed in Sections 1 and 2 below (addressing each point in order).  Where 

relevant use your answers to illustrate how your competences have helped you achieve 

positive results.  This will give you the best possible chance of being shortlisted. 

Previous experience  

1.1 Experience in a sales or retail environment. E 

1.2 Experience in a customer service environment. E 

1.3 Experience of managing competing priorities and managing own time 

effectively. 

E 

Special Knowledge and Job Requirements 

2.2 Have customer service experience or be used to responding to and 

dealing with customers and members of the public. 

E 

2.3 Excellent communication skills, ensuring good communication between 

shop staff, management and other farm colleagues. 

E 

2.4 Have good numeracy and literacy skills and competent using cash 

registers, PDQ machines and other shop equipment. 

E 

2.5 Highly motivated, willing and able to use initiative and to work 

unsupervised, and to make decisions with confidence. 

E 

2.6 To be calm and able to work under pressure, at times when the shop 

may get busy, and to use time efficiently. 

E 

2.7 Be competent using Instagram, or willing to learn new skills relating to 

social media. 

D 

2.8 Be supportive of the aims of Capel Manor College and Forty Hall Farm, 

and committed to sustainable, small-scale food production and retail. 

D 

2.9 An understanding of and commitment to Diversity & Equality as it applies 

to a supportive service and in the workplace. 

E 

2.10 An understanding of safeguarding and a commitment to creating a 

safe learning environment: 

 An understanding of and commitment to safeguarding young 

people and vulnerable adults. 

 Motivation to work with children/young people / vulnerable adults 

 Ability to form and maintain appropriate relationships and personal 

boundaries with children and young people / vulnerable adults 

 Emotional resilience in working with challenging behaviours 

Attitudes to use of authority and maintaining discipline. 

E 

2.11 Commitment to inclusive and comprehensive educational provision. E 

 

This post is subject to an enhanced DBS disclosure and barring list check as it is within 

regulated activity due to Capel Manor College being defined as a ‘specified place’. 


