


  JOB CLASSIFICATION

Position title: Flinders Shop Manager

Reports to: Director of Business and Operations

Employment type and tenure:

Permanent, Part-time (0.83 FTE) Position

38 hours per week during school term time (38 weeks) plus an
additional 5 weeks during school holiday periods per year.

Department / School: Business and Operations

Location: Stringybark Road, Buderim, Queensland

Industrial instrument: The Queensland Anglican Schools Enterprise Agreement 2024

Position classification: Retail – 2nd Level Retail Supervisor

Last updated: October 2024

ORGANISATIONAL CONTEXT

Matthew Flinders Anglican College is a co-educational College that cares for more than 1400
students in P-12 and 140 Early Learning Centre children. The College was established in 1990 and is
located on the Sunshine Coast in Buderim. The College has extensive facilities, comprehensive
sporting and co-curricular programs and is committed to using technology to enhance educational
opportunities.
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ABOUT THE POSITION
Position summary

The Flinders Shop Manager is responsible for the efficient and effective daily trading operation of the
Flinders Shop. This includes:

1. Co-ordinating the provision of an extensive range of uniforms, textbooks (digital and hard
copy) and stationery items for students, parents, staff, and the wider College community.

2. Supervising retail assistants and volunteers.
3. Ensuring the Flinders Shop presentation, physical facilities, equipment, and services are

maintained to a high standard.
4. Overseeing all financial aspects of the daily operations to ensure the profitability of the

Flinders Shop, including management of the Flinders Shop budget.
5. Maintaining the ‘corporate identity’ of the College and its associated entities (e.g., Club

Sports) through the provision of uniforms.

All members of Staff at Matthew Flinders Anglican College are expected to take responsibility for the
wellbeing of students at the College and to provide support to all members of the College community
by providing a high level of service that reflects the ethos of the College and demonstrates our
Values.

Primary relationships

● Report directly to the Director of Business and Operations.
● Direct manager of Flinders Shop Assistants and Flinders Shop Volunteers.
● Work closely with members of the accounting and finance team, and other support staff

across the College.
● Liaise with parents and families of students and the community.

Main responsibilities

Leadership

● Develop and maintain a service ethos and culture of continuous improvement within the
Flinders Shop.

● Ensure sufficient staff are available to assist with sales, particularly during crucial busy
periods such as the commencement of the school year and prior to the start of the winter
uniform.

● Maintain confidentiality on all issues relating to the College students, staff, and other
members of the broader community.

● Lead a team of retail staff to ensure the success of the Flinders Shop.
● Attend all mandatory training sessions provided by the College and pro-actively manage the

training needs of the Flinders Shop staff.
● Actively participate in performance review processes, including un de s
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