
 
 

 
 
 
 
 
 
 
 

  
POSITION DESCRIPTION 
 
Uniform Shop Manager 

Rockhampton Girls Grammar School is one of the original eight Grammar Schools of Queensland. 
Opening in 1892, Girls Grammar has served and supported the education of girls and young 
women for over 125 years. The Girls Grammar family experience is dynamic and contemporary, 
informed by rich traditions and profound values. 

Rockhampton Girls Grammar School is a learning community founded on a commitment to 
‘Learning for Life’. Each member of our School family contributes to sustaining an environment in 
which individuals actively engage in their learning; where School values are embraced; where 
mutual and self-respect is paramount; where community and global citizenship is fostered and 
where excellence in every endeavour is sought and celebrated.  
 
OUR VISION  

Women can achieve anything.  
 
OUR MISSION  

To enable each young woman to know her strengths and to enthusiastically embrace her future. 
 
THE ROLE 
 
Position Title: Uniform Shop Manager 

Employment Type: Permanent Part Time 15 Hours per week (Term Time) 

Reports to: P&F Association of the Rockhampton Girls Grammar School  

Date Prepared: 21 February 2020 

 
POSITION OBJECTIVE 

Responsible for the efficient and effective running of the day to day operations of the Uniform 
Shop in accordance with the policies and procedures set out by the Girls Grammar School P&F 
Association.  
 
KEY CHARACTERISTICS 

• To manage the Uniform Shop in accordance with the policies and standards as 
determined by the Girls Grammar School P&F Association. 

• To actively promote the objectives and goals of the P&F Association. 



 
 
• To actively plan for and maintain high standards of management and administration of the 

equipment and Uniform Shop at all times. 
• Order goods from approved suppliers in accordance with stock levels set by the P&F 

Association or their nominee. This includes ensuring appropriate approvals are sought 
from the Principal/School for uniform changes and new introductory items, prior to 
purchase  

• Check deliveries for quality, return any stock not up to standard and obtain credit notes 
for the same.  Match quantities with delivery dockets before signing. 

• Maintain records of delivery dockets, debtor and creditor invoices and statements to the 
Treasurer of the P&F Association or their nominee. 

• Prepare online banking transactions for authorization 
• Maintain stock control figures, reconcile bank statements and maintain the financial 

records of the Shop and the P&F Association within the Reckon accounting software.  
• Stocktake at the end of each financial year and provide a copy to the Treasurer of the 

P&F. 
• Manage the staffing (including volunteers) of the Uniform Shop and encourage a team 

spirit. 
• To achieve and maintain close and open communication and supervision of all staff and 

volunteers in the Uniform Shop as well as encouraging those volunteering. 
• Be responsible for workplace health and safety within the Uniform Shop - and immediately 

record and advise the P&F Association of any potential or actual hazards and record and 
notify the P&F Association of any injuries or dangerous occurrences. 

• To be aware of and take action as necessary to ensure the hygiene, health and safety 
requirements of the Uniform Shop are maintained at all times. 

• To achieve and maintain the Uniform Shop in an orderly and safe condition at all times. 
• To be aware of the Budget for the Uniform Shop and take all steps to ensure compliance 

with that Budget and the Accounting for Parents and Citizens’ Associations Manual, for 
the operation of P&F Association business. 

• Observe sound control of takings and remove excess money regularly for banking. 
• Prepare the bank deposit slip and deposit the takings (as required) in the P&F Association 

bank account or with a receiver designated by the P&F Association. 
• Store the float for the next day in the school or shop safe. 
• Submit monthly written reports and financial reports to the P&F Association on the 

operation of the Uniform Shop. 
• To ensure compliance with all government regulations, legislation and standards 

requirements at all times and assist the P&F Association in completing any necessary 
forms or returns. 

• Retain the Uniform Shop keys in a safe place.  Other keys may be held by shop staff, the 
President of the P&F Association or their nominee and the Principal. 

• Ensure Child Protection Policy is being adhered with the restriction of one-on-one 
encounters with students 

• Open and close the Uniform Shop ensuring security procedures have been followed 
• Restrict entry to the Uniform Shop to only those who should be there. 
• To plan for and provide opportunities for ongoing staff development and training. 
• Maintain regular communication with the P&F Association through the 

President/Chairman respectively. 
• Report in writing to the P&F Association matters affecting the running of the Uniform Shop 

including advice concerning the new products available, price changes, equipment 
maintenance and replacement needs.   



 
 
• Co-operate with the school when changes in the program affect the Uniform Shop routine. 
• Maintain confidentiality and not discuss any School matter not in the public domain with 

students or parents 
• Maintain strong organizational skills 
• Uphold strong interpersonal skills 

 
MANDATORY REQUIREMENTS 

You are required to possess a current Blue Card from the Commission for Children and Young 
People and Child Guardian. 
Complete the compulsory Child Protection Training and Code of Conduct training as part of your 
induction within 2 weeks of commencement.  

 
ACKNOWLEDGEMENT 

This job description has been developed to indicate the general nature and level of work 
performed by employees within this role. It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities and requirements of employees assigned 
to the role. You will also be required to perform any other duties that the P&F Association or 
Principal of Rockhampton Girls Grammar School may direct you to perform which could be 
reasonably considered relevant to the position. 

 
ACCEPTANCE 

I, (print name)……………………………………………………….................. accept the offer of 
employment on the conditions stated above. 
 
I acknowledge that I have received a copy of the Uniform Shop Manager Description. 
 
Signature: ……………………………….………………………….  Date:………………………… 
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