Job Title: Part-Time Events Co-ordinator & Manager Support (Retail)
Position Type: Part-Time (16 hours)
Location: Benarty Community shop, Ballingry, Fife. 
Reports To: Store Manager 
Overview
We are seeking a creative, organised and proactive Part-Time Events Coordinator who will be responsible for planning and executing in-store events that drive traffic, enhance customer experience, and support engagement. This role will also act as a stand-in for the Store Manager or leadership team when required, ensuring smooth store operations and maintaining excellent service standards.  This will be a six month short-term contract of 16 hours per week which may lead to a permanent post.  
Key Responsibilities
Event Co-ordination (Primary Function)
· Plan, co-ordinate, and execute in-store events, promotions, workshops, and community activities.
· Develop event concepts that align with our goals and seasonal campaigns.
· Collaborate with store leadership to create event calendars and promotional materials.
· Co-ordinate with vendors, partners and internal teams to ensure all event needs are met.
· Manage event setup, breakdown and day-of logistics.
· Track event performance and provide post-event reports and insights.
· Support social media content creation related to events (photos, short videos, customer interactions).
Manager Support & Store Operations
· Serve as the acting manager when the Store Manager is unavailable.
· Oversee day-to-day retail operations including opening/closing procedures, cash handling, and sales floor supervision.
· Support staff by providing guidance, resolving issues, and maintaining service standards.
· Ensure store policies, visual merchandising and operational guidelines are consistently upheld.
· Monitor inventory levels and support stock management when needed.
· Address customer concerns professionally and efficiently.
Qualifications
· Previous experience in retail, events coordination or customer-facing roles is essential.
· Strong organisational and multitasking abilities.
· Excellent communication and interpersonal skills.
· Comfortable taking initiative and leading a team when needed.
· Creative thinker with an eye for detail and customer engagement.
· Ability to work weekends, evenings, and during peak event periods.
· Basic computer proficiency (email, spreadsheets and social media).
Skills & Attributes
· Outgoing, enthusiastic, and customer focused.
· Reliable, flexible, and adaptable to changing priorities.
· Able to remain calm and confident during fast-paced or high-volume situations.
· Collaborative team player with leadership potential.
Benefits
· Competitive Salary - £13.62 per hour
· Opportunity to develop leadership and event-planning experience
· Fun, dynamic retail environment



