
 
Alloway Timber & Putney Builders Merchants 

Job Description  
 
 
Job Title:  Assistant Branch Manager     
 
Responsible to:  Branch Manager  
       
Reports: Branch Team  
 
Scope: Supporting the manager is managing the branch operations, including 

business development, team development, efficiencies and deliver overall 
improvement. 

 
 A desire to lead and improve others coupled with strong commercial 

acumen and a drive to continuously improve outcomes. 
 
Alloway Timber and Putney Builders Merchants are both well established and highly recognised 
distributors of timber and building materials in South West London offering an extensive range of 
products and solutions to meet customer’s needs, the business operates from 9 sites and has built a 
reputation for quality and exceptional customer service. 
 
As part of a three year development plan, the Assistant Branch Manager will support the branch and 
deliver profitable growth. Working with the Branch Manager, you will be responsible for developing 
existing and new business, enhancing profitability, delivering exceptional customer service and 
driving the team and branch forward. 
 

The Individual 

You want to make a difference! 

You will already be an experienced and enthusiastic ABM or aspiring ABM who has the desire move 
up to the next level. You will be professional in your approach, commercially aware and have a 
desire to lead and improve others. You can identify and develop new business opportunities, 
cultivate strong teams and have a desire to continuously improve each aspect of the business.  

The ideal candidate will be confident, able to problem solve and have the drive to outperform the 
competition. Numerate, you make decisions on facts and deliver workable solutions.  

You are likely to have a number of years’ experience in merchanting and be able to demonstrate 
success and a good understanding of all aspects required to ensure the profitable running of a 
Merchant. 

We are an equal opportunities employer actively promoting diversity in the workplace. You will need 
to be a supporter of these areas of work.  

 
 
 



Accountabilities 
 
Sales & Marketing 

 Developing the business by supporting planning and strategy development in conjunction with 
the wider business.  

 Sales growth in line with budget expectations 

 Gross margin development to meet budget expectations 

 Customer pipeline development 

 Marketing and promotional initiatives to connect suppliers to customers to increase 
footfall and ATV’s 

 Deliver excellent customer service 

 Driving sales and margin performance across the entire team 

 Delivering budgeted sales, margin and net profit results 
 

People 

 Be a key driver in developing the branch team to ensure that objectives and targets are met and 
exceeded.  

 With the support of the business, help ensure that all members of the team are developed and 
fully trained for their roles and that there is a clear path of progression in front of them. 

 Ensure all new members of staff including staff from other branches are comprehensively 
inducted into the job, branch and wider organisation. 

 Lead by example, demonstrate ownership and accountability at all times and actively promote 
an environment of trust, encouraging your team to challenge and be challenged by each other. 

 Work as part of a senior team to achieve and maintain Investors in People status and promote 
continued effective investment in people. 

 
IT and systems 

 Lead by example, ensuring that all team members are trained to use IT systems and processes as 
advised and that standards are reviewed regularly. 

 Ensure that processing of transactions is in accordance with advice given to ensure smooth 
transaction processing and maximise data usability. 

 
Operations 

 Maintain close communication with the team and other ABM’s across the branch network, 
supporting and challenging each other’s operations and initiatives, best practices, supplier 
information, consumer activity and habits and other matters to the common good 

 Support PI and stock management in your branch 

 Contribute at ABM meetings 

 Deal with customers complaints 

 Control cash: ensure safe procedures for receiving, holding and banking 

 Support resource planning to allow for training and holidays 
 
Financial 

 Actively work with the Branch Manager to minimise overhead expenditure 
 
H&S 

 Ensure that the Health and Safety standards are maintained, evaluated and actively promoted 
in the course of normal business. Accountability for maintaining high H&S standards lies with 
the entire team and ultimately with the Branch Manager. 



 Ensure the tools, equipment, plant and systems of work are safe and that individuals required to 
operate equipment are properly trained, are competent to do so and that training logs are 
signed off. 

 Be prepared to attend health & safety committee meetings and implement any actions required  
 
 
NB. The above details are a broad overview for this position. An ABM can be called upon to do 
additional activities as the business requires. With regard to major changes, adjustments may be 
made to the job description based on the changing needs of the business.   
 
 
 

Alloway Timber & Putney Builders Merchants 
Person Specification 

 

Education and 
Experience 

 Minimum of 2 years proven experience in a successful merchant environment.  

 A track record of continuous learning  

 Supervisory and/or Management experience 

 Knowledge of building materials, timber and associated products 

 Demonstrate our values.  

Competencies Requirements 

Lead  – take 
ownership and 
engage 

 

 Help employees understand what is expected of them. 
 Recognise good performance and encourage people to build on their 

strengths 
 Address poor performance constructively and promptly. 
 Take time to understand others, and what motivates them.  
 Complete management responsibilities effectively and on time. 

Take decisions, 
solve problems 
and be creative 

 Identify and suggest ways to manage risk. 
 Consider problems in the wider AT and PBM context. 
 Take decisions thinking things through before referring to others. 

Plan and deliver  
 

 Plan ahead, and manage your workload.  
 Set clearly defined, realistic objectives and deadlines for yourself and the 

team.  
 Monitor progress against goals and milestones, and get the best value from 

resources.   
 Overcome obstacles and see tasks through to completion.  

Focus on the 
customer – know 
our business  

 

 Know your customers and suppliers and build good relationships with both.  
 Ask appropriate questions to understand customer requirements and 

concerns. 
 Promote new and flexible ways of delivering services that are responsive to 

customer needs. 
 Keep customers informed about progress and the bigger picture as 

appropriate. 
 Build strong relationships with customers. 
 Make sure that problems or issues that might impact on the customer are 

addressed as soon as possible. 
 Communicate chain of custody procedures to colleagues and help others to 

meet all requirements.  

Communicate 
and influence 

 

 Communicate clearly.  
 Listen and take account of other people’s views. 
 Tell others if you are facing problems or if you identify challenges that could 



be a risk to the business. 

Work with others 
 

 Create and encourage positive working relationships. 
 Strive to understand other people’s requirements and support other people 

to the best of your ability. 
 Be open to other people’s views. 
 Notice when colleagues are under pressure or in difficulty and respond 

proactively. 

Learn and 
develop 

 

 Show flexibility and adapt to changing situations. 
 Ask for and act on feedback and be prepared to give feedback when 

required.  
 Make suggestions for improving how things are done. 
 Push yourself to learn new things.  
 Be attentive and focus on your work.  

Other Clean full driving licence - essential 
 

 
 
 
 
 


