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JOB DESCRIPTION
	JOB TITLE: Department Manager – Bakery
	DATE: October 2026

	 REPORTS TO:  Fresh Foods Manager
	STORE / SITE:     Thames


1. PURPOSE OF POSITION
	To maximize sales and achieve specified profit margins in the Bakery Department whilst managing expenses / the Department Team and stock levels so that our customers receive an outstanding shopping experience. Meeting the customers’ requirements in relation to price and product range through effective ordering.  They are also responsible for assisting in ensuring the team rotates all stock appropriately and that all food safety standards are met thereby avoiding spoilage / wastage. To be an effective member of the management team of the store.  


2. KEY ROLE ELEMENTS

	The key task areas for this role are:

· All stock sourced through approved suppliers, all orders placed on time and all product checked on arrival for quality. Ensure appropriate stock control / stock taking processes and procedures are in place. Liaise with suppliers as appropriate.  
· Effectively Manage the team in the department:

· Assist in recruitment of all team members into the department. 

· Ensure all team members receive an appropriate induction / orientation to the department and receive appropriate ongoing training support. Train the team members as required.

· Complete Performance Management Discussions with all team members.  

· In conjunction with Owner Operator and HR / Trainer ensure succession plan is in place for all key roles within the Department & ensure all staff are aware of development opportunities available to them. 

· Roster to ensure adequate staff at all times, keeping in line with wage percentage targets.

· Support the employees in the department involved in specific programmes / courses e.g. Management Development. 
· Manage Holiday and Lieu Day levels to ensure liability is kept under control.
· Ensure sales and GP targets for the department are met / exceeded and that wage costs are controlled appropriately. Monitor sales and create opportunities to increase on last year. Maintain 100% price integrity in the department.

· Control all Department Costs. Manage credits. Complete the Traceability forms as required
· Maintain OSH & Food Safety Compliance in the Department. Ensure appropriate safety equipment available to all team members.
· Ensure the shop is full fresh and appealing throughout the hours of trade, all food safety practices are adhered to and that stock levels are controlled appropriately. Ensure all appropriate signage is displayed correctly and that advertised product is displayed meaningfully.

· Merchandise the department appropriately, as per the best practice manual. Build attractive / eye catching displays and ensure the department merchandising standards invite purchases through attention to detail.

· Handle Customer enquiries complaints appropriately and always ensure effective interactions with customers.
· Undertake the assigned tasks of a Baker as required. 




3. KEY ACCOUNTABILITIES

	Accountability
	Performance Measure

	OPERATIONAL

	· Ensure defined business and specific department targets are achieved through effective management of the department

· Contribute effectively as a member of the store management team. 

· Ensure operational delivery standards are met / exceeded

· Controls ordering for Department through effective use of the in-store purchasing systems. Ensure range matches the format and customer service requirements whilst optimising stock holding levels and stock turn.
· Manage the department staff effectively through adherence to appropriate in-store policies and procedures and by setting a personal example of expected store behaviours. 
· Controls and Guides all department members through identified training to achieve desired standards of performance.
· Enhances the image of the department by implementation of agreed standards of display and presentation of stock.

· Ensures Foodstuffs PAK n SAVE promotional and pricing programmes are adopted so that the store presents a competitive and brand consistent offer to the market at all times.
· Implements and maintains OSH / Food Safety policies to agreed standards.

· Effectively resolves all customer related enquiries / complaints.
	· Owner Operator / Operations Manager feedback

· Achievement Goals

· All Employee Management Requirements met. Employees have appropriate skills to carry out tasks required

· Compliance records completed

· Department staffing levels / Wage % are met. 
· Results against targets

· Customer feedback

· OSH monitoring / Accident record

· Effectiveness of Food Safety programme & Audit

· ACC inspections / Local compliance
· Price integrity monitoring
· Department share / results
· Owner / Operator assessment

· 360 / Peer reviews

	FINANCIAL

	· Ensure costs kept within the parameters set out by Owner Operator. Achieves cost goals through monitoring department systems in an effective and timely manner.
· Manages assigned activities, promotions and initiatives within plan, budget and resource deployment delegations.
· Meet annual, monthly and weekly targets and review with store owner the sales, gross profit, contribution to profit and cost targets in line with the store targets, proactively taking action to remedy adverse trends.
	· Costs management
· Department financial results

· Corrective action plans implemented
· Out of stock performance

· Damage, waste, stock losses and write off

· Working capital within budget

	CULTURAL

	· Effectively acts to resolve issues to satisfaction of clients and business through agreed company values.
· Supports the development of the Stores culture by working with the rest of the Management Team to support and deliver relevant programmes that maintain and build this uniqueness.
	· Values alignment

· Owner / operator assessment

· 360 or other assessment

· Performance reviews


4. DIMENSIONS / AUTHORITIES
	Staff Authority
	· Involved in the decision to hire or fire staff in consultation with HR Manager & Owner Operator

· No authority to change salary/wage rates without consultation with owner operator


5. RELATIONSHIPS

	Internal
	External
	Committees / Groups

	· Owner Operator and Operations Manager
· Other Dept & Duty Managers
· Department Team Members
· Other Store Staff

· Training / HR Manager
	· Suppliers / Reps
· Foodstuffs T&D / Specialists
· Other Foodstuffs Employees

· Industry Contacts

· Dept Specific Groups.
	· Store Management Team

· Department Specific Focus Groups

· Health and Safety Committee


6. POSITION IN ORGANISATION

	






7.
EDUCATION and EXPERIENCE

	
	Essential
	Preferred

	Education
	· 4-5 years secondary education
	· Good Command of written / spoken English

· Good Basic Maths Skills

· Clean Drivers Licence

· Graduated Bakery Apprentice

	Experience
	· Retail Experience to Supervisory Level


	· FMCG experience
· Food Retail / Fresh Food. 
· Bakery Experience

	Specific Skills / Attributes
	· Flexibility to work all days of the week. Hands on Management Style. Customer & Results Focused

· Proven ability to deal with people of all cultures / races.
· Strong Relationship Builder, Team Player and Problem Solver.

· Strong communication (verbal and written), relationship management, negotiation, and networking skills

· Coaching and Mentoring

· Planning and organising & Time Management skills.
· Maintaining Standards and Eye for Detail 

· Physically fit and healthy
	· Financial Calculation and Budget Management.

· Productivity & personal effectiveness - Ability to self manage / work autonomously.

· Computer literate




	HEALTH AND SAFETY

	· Act in a safe manner at all times

· Accurately complete any accident/incident report for any injury/near miss/damage.  If a hazard is identified, complete the correct Hazard Identification form.  Ensure all completed forms are handed in to H&S Committee member.
Sound Safety:

· Be knowledgeable in Policies and Business Rules
· Complete all training as required
· Be active compliance in all areas of Food Safety and Health & Safety 
· Wear personal protective equipment allocated (where applicable) every time
· Show care and respect for your environment, others and equipment around you
· Report/correct any unsafe practices, damage to equipment and hazards following due processes
· Display care and follow all safety instructions with chemicals as per manufactures guidelines

	· Accident/incident reports


UNDERSTANDING YOUR JOB DESCRIPTION

I have read and understood this Job Description:

Employee Name: ___________________________   Signature: ___________________________
Fresh Foods


Manager





Bakery Department Manager



























