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Role and Responsibilities 
 
Job title -   Buyer and Visual Merchandiser 

 
Directorate -   Retail 
 

Role reports in to:   Head of Commercial Operations 

 

 
Overview of Role and Responsibilities 

 

The Alnwick Garden is an award-winning visitor attraction* and charity, located in 
Alnwick Northumberland. Welcoming in excess of 360,00 visitors annually The 
Garden is commercially driven, and visitor focused whilst also operating as a charity 
(with associated values), which provides a unique culture. 

In 2006 The Garden opened a stand-alone retail unit and plant centre that offers its 
visitors opportunities for self-gifting and gifting for others when they visit The 
Alnwick Garden. 

As Buyer and Visual Merchandiser Manager you will work alongside the Retail 
Manager in a real partnership to develop a strategy for The Garden’s retail unit. This 
will include identifying suppliers and quality ranges that support the execution of the 
strategy (linked to the visitor experience) and will support the delivery of the retail 
budget (revenue and profit), and other financial KPIs. 

  *VisitEngland NE Large Visitor Attraction: Gold Winner 2019, VisitEngland Welcome Award 2019 and 2018, North East Charity 
Award: Outstanding Social Enterprise Award 2017 

  

 Responsibilities: 

• In conjunction with the Retail Manager you will develop a two-year strategy for 
The Alnwick Garden retail unit, including the implementation of an annual retail 
trading plan, including customer satisfaction and budget (revenue and profit) 
targets. 

• The successful formulation and subsequent delivery of the retail trading plan will 
require the following: 

o   Undertake a formal annual review of suppliers and products to understand 
the category mix and identify the contribution of each line to store volume 
and profit. This information will feed directly into the annual retail trading 
plan. 



o   Work with the existing data and insight across the organisation to support 
the trading plan, and to develop a segmented approach to buying and retail 
operations. 

o   Source products (both branded and proprietary brand) that reflect the 
strategy and the retail unit positioning. This will be supported by the creation 
of mood boards and range presentations to key internal stakeholders. 

o   Create an annual promotional plan for the retail unit - this will be reflected 
in and will support managed seasonal ranges. 

o   Develop and execute a customer-driven visual merchandising plan to build 
towards the planned 2020 relaunch and support the delivery of the annual 
retail trading plan. 

• Work with the Retail Manager to develop new trade channels (i.e. online sales) 

• Develop supplier relationships and use simple joint business plans to cement and 
grow trading relationships with key suppliers. 

• Operate within existing financial guidelines and processes. To deliver excellence 
you will be expected to build a thorough understanding of sales patterns for all 
lines, manage the stock and put in place an appropriate week’s cover. Proactively 
process repeat orders within agreed authorisation limits, send to suppliers and 
hold them to account regarding fulfilment and delivery.  

• Set up new suppliers and products on the EPOS system and amend changes to 
existing products as required, ensuring all paperwork is within existing financial 
processes and data accuracy is always maintained. 

• Keep abreast of current retail trends and visit suppliers and appropriate trade 
fairs focussing on local and UK manufacturers where possible. 

• Work with the marketing team to brief in requirements for point of sale, leaflets, 
promotions and awareness raising initiatives to an agreed timescale. You will also 
need to supply pertinent information to support the promotion of the retail unit 
and its offer through social media. 

• Identify new and profitable commercial opportunities to drive footfall, customer 
engagement and therefore revenue and profit through the retail unit. 

• Actively contribute towards building a strong team atmosphere by involving and 
supporting others, sharing information and best practice, injecting enthusiasm 
and promoting a supportive culture. 

• Support the Retail Manager and the team in delivering operational excellence. 
• Help share experience, upskilling the wider retail team as appropriate. 
• Any other duties allocated by the Director of The Alnwick Garden 

  

Essential skills: 

• A broad base of buying and visual merchandising experience in a museum, 
gallery, or design retail environment or equivalent 



• Knowledge of buying and product development principles and best practice 

• Experience and a flair for visual merchandising with an eye for detail 

• Excellent interpersonal skills 

• Robust financial skills, including interpretation of financial results, budget 
setting and ongoing management 

• The ability to proactively manage relationships with, and communicate to, 
internal and external customers, partners and key stakeholders 

• Enthusiastic team player, operating at all levels of the organisation 

• Creative thinking, and the ability to problem solve 

• Outstanding planning and organisational skills 

• Willingness to respond to flexible work patterns where necessary 

• Excellent personal presentation 

 

 Requirements: 

• Degree level qualification 

• Proven performance as a buyer and visual merchandiser 

• Driving licence 

• Contracted to work 37.50 hours per week 

• Flexibility around contracted hours worked, including the ability to work some 

weekends 

  
Health and Safety 
 

• Support and work with the appointed H & S Officer 

• Ensure that records are maintained with regard to health and safety 

audits/risk assessments/COSHH 

• Monitor of records for health and safety training and re-training 

• Ensure compliance with statutory legislation  

• Update and introduce new policies 

• Ensure that best practice is demonstrated throughout The Alnwick Garden 

• To investigate, or where appropriate, to assist others to investigate the 

circumstances and causes of accidents and take necessary steps to prevent a 

recurrence 

 
Records Management 
 

• All records created by staff in the course of working for The Alnwick Garden, 
whether in The Alnwick Garden premises or elsewhere, are the property of 
The Alnwick Garden and should be kept securely in accordance with the 
Records Management Policy. 

• All staff are obliged to create records necessary to account for their actions, 
document the discharge of their responsibilities, and to allow colleagues and 



management to understand the context of their work and continue their 
tasks as necessary in their absence. 

• Staff must maintain paper and digital records in well-ordered and 
documented filing systems such that they can be easily retrieved when 
necessary. 

• All staff should regularly review their paper and digital records in line with 
the relevant retention schedule and follow the instructions thereon. 

 
Compliance 

To ensure compliances internally and externally throughout The Alnwick Garden are being 
adhered to which will minimise any risk to the business and recording these centrally. 


