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Deputy Manager - Job Description
	Job Title:
	Deputy Manager

	Responsible to:
	General Manager

	Location:
	The Knot



About Courteenhall

Courteenhall is an award-winning estate and farming business in Northamptonshire, committed to regenerative agriculture, environmental stewardship, and community collaboration. The Knot is a new sustainability-led destination, a centre of excellence for farm diversification. The Knot will be a vibrant hub uniting a farm shop, restaurant, health and educational spaces, while celebrating sustainability, regenerative farming, and Courteenhall’s agricultural heritage.

Role Overview
This is an important leadership role at The Knot. Responsible for supporting the General Manager to deliver high standards across the site, accountable for the management of operational compliance, ensuring best practice in relation to the consistent following of policies and procedures, managing Health & Safety and Payroll.
Key Role Responsibilities
Financial Performance
1. Manages the accurate booking in process of stock, undertakes ad hoc random checks on stock items to verify accuracy of deliveries.
1. Ensures delivery notes and credit claims are checked and completed as required.
1. Co-ordinates ad hoc stock takes as required to aid in identifying areas for loss prevention controls.
1. Co-ordinates Company stock take preparation, stock count process and stock count review, adhering to company stocktake procedures.
1. Manages the administration of stock adjustments, transfers and dump codes.
1. Utilises the stock system effectively, ensuring that reports are analysed to manage and monitor all areas of stock management compliance, and that required targets are met in relation to minuses and non-movers.
1. Co-ordinates price changes and price checking in line with legal requirements.
1. Manages the tills operation, ensuring processes are followed in line with procedures and best practice whilst maintaining security of the operation.
1. Manages the processing of payroll on a weekly basis.


Customer Service
1. Acts as a role model to colleagues to ensure a high standard of customer service is consistently delivered by the team.
1. Resolves any customer service issues either directly or via escalation.
1. Under the direction of the General Manager, reviews customer feedback and puts actions in place as appropriate.
1. Undertakes regular training for direct reports to inspire them to delight our customers.

Leading a Team
1. Deputises for the General Manager and fulfils the role of Duty manager as required.
1. Manages the back of house and tills teams, ensuring efficient and productive use of resources through effective rota planning and task allocation, encouraging teams to provide support across all functions.
1. Sets clear direction within their teams to deliver Company objectives as agreed with the General Manager.
1. Recruits for own team as required and completes effective induction programmes.
1. Reviews team performance, providing regular feedback both formally and informally, ensuring that performance reviews are completed and development plans created and followed through.
1. Encourages continuous improvement in performance levels and maintains a live succession plan, working with the management team to support the overall succession plan for The Knot.

Operating Standards and Brand
1. Manages the overall operation of all back of house areas, ensuring that the team comply with policies, procedures and best practice in relation to back of house standards, stock management and loss prevention.
1. Communicates information regarding compliance standards across the management team and encourages all colleagues to follow best practice guidelines for adhering to compliance standards.
1. Ensures the site is fully protected by managing physical security systems, e.g., control of keys, key holders, open and close procedures and alarm monitoring.
1. Ensures compliance with security procedures and the team use security-tags on products as appropriate or advised

Health and Safety Compliance
1. Leads the team with health and safety compliance, COSHH, Food Hygiene Regulations and all Company best practice guidelines.
1. Conducts fire alarm checks on a weekly basis and ensures these are documented in line with Company procedures.
1. Ensures all Health and Safety audits achieve a green standard of compliance.
1. Reviews all risk assessments on at least an annual basis and ensures these are kept up to date.
1. Completes weekly health and safety checklists and ensures these are collated 
1. Ensures all colleague training is up to date (e.g. induction first aiders, forklift, etc.).
1. Ensures any required licences for the operation of the business are maintained in line with compliance requirements.
1. Escalates any health and safety issues to the General Manager and ensures they are addressed as a priority.

Leading Events
· Responsible for the organisation and planning of local events in line with The Knot Commercial calendar.
· Ensures our customers have a memorable experience which encourages them to return and participate in future events.


Additional Duties to include but not limited to:
1. Supports the management team with the recruitment of new colleagues, including, but not limited to, offer and contract preparation and right to work checks.
1. Ensures the induction process is completed within set timescales in conjunction with department managers.
1. Supports the management team with the performance management and absence management process across The Knot.
1. Assists the General Manager to monitor holiday planning and tracking.
1. Undertakes any other duties that may be outside the standard remit that would benefit The Knot or Courteenhall, e.g., acting as key holder.
Candidate Profile and Experience:
1. Previous experience of leading, coaching and supporting a team, preferably in a retail environment and customer-facing role.
1. The ability to plan and organise workload and adhere to processes and procedures to ensure efficiency.
1. Experienced in managing/overseeing compliance standards in a retail environment.
1. Leads by example when implementing service and standard expectations to improve and maintain results.

What matters to us? 
Our mission is simple: to leave a legacy to be proud of by caring for the Estate, supporting our team, tenants and community to build a resilient and sustainable future.  It’s why we take a strategic and long-term approach to everything we do.

What it’ s like to work here? 
At The Knot, we are proud of our people and the purpose behind what we do.  You will be joining a supportive team where your contribution matters, your development is encouraged, and your work has a genuine impact.  We believe in creating a positive, collaborative environment, with opportunities to learn, grow, and help shape a more sustainable future.  If you are looking for a role with variety, responsibility, and real purpose, this is a place where you can build a rewarding and meaningful career.
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