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Job Description 

Position Title: Manager of Retail Store Operations 

Reports To: Director of Operations 

Status: Full-time (~40 hours / week); non-exempt 

Date: June 30, 2019 

This job description is intended to convey information essential to understanding the scope of the job 

and the general nature and level of work performed by job holders within this job. This job description is 

not intended to be an exhaustive list of qualifications, skills, efforts, duties, responsibilities or working 

conditions associated with the position. 

Job Summary 
The Manager of Retail Operations is responsible for all aspects of the Museum Store’s daily operations.  

Primary responsibilities include:  supervising, scheduling, and training Sales Associates; operating and 

maintaining the point of sale system and e-commerce site; purchasing; implementing marketing and 

sales strategies; providing excellent customer service; and coordinating with the business office to 

maintain accurate records of store purchases, sale transactions, cash handling and inventory.  

Essential Responsibilities 
1 Implement and Carry Out Store Operational Policy  

Clearly understand and communicate Store operational policy and procedures, including but not 

limited to: sales techniques, transactions (sales, voids, returns, gift certificates), receiving 

merchandise, special orders (mail, in-store and e-commerce), excellent customer service, cash 

handling, gift wrapping, packaging, daily reports, physical inventories, and opening and closing the 

store. Strong knowledge of Store products and Museum exhibitions is necessary to develop 

merchandising, marketing, and sales strategies to meet sales goals. 

2 Supervise, Schedule, and Train Store Staff 
Screen, hire, train, supervise and administer performance evaluations for all Store staff, including 

Leads, Sales Associates and Shipping Associate.  Compile and track monthly schedule of personnel, 

carefully plan for times of greater traffic such as tour group visits, holidays, weekends and special 

events. Provide training by example, hands on training sessions, and through maintenance and 

development of the Store policy manual. Fill in as necessary when Store is short-staffed.  

3 Administrate and Maintain Point of Sale System 
Fully understand POS to train and supervise Museum employees on all register transactions. 

Oversee merchandise sales and returns, making sure that proper paperwork and point of sale 

system adjustments are complete. Supervise employee usage and correct operator error through 

training. Maintain relationship with POS vendor to solve any program based issues and complete all 

system adjustments. Carry out monthly, weekly, and daily closing and financial reports.  
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4 Maintain Inventory Control 
Be familiar with all Inventory system functions, train and supervise Shipping/Receiving Associate in 

proper usage procedures. Oversee merchandise receiving making sure that shortages, damaged 

goods and other irregularities are properly documented and resolved. Ensure that receiving reports 

match invoices, all orders are correctly filled, terms are met, and shipping costs are in line with 

purchases. Track and document merchandise transfers to other Museum departments. Maintain 

physical inventory in a safe, orderly fashion in the stockroom, under-stock and in the Store.  Conduct 

physical inventory of all Store merchandise on a semi-annual basis and report on deviations.  

5 Prepare Annual Budget and Financial Reports 
Assist Director of Operations in preparation of the annual operating budget and in preparing 

monthly reports describing Store revenues and expenses.  Coordinate and track department 

purchase orders and expenditures. Prepare accurate and timely sales reports by category of 

merchandise, by vendor, by artist, by object and by price point. Analyze sales data and trends. 

Adjust sales and purchasing plans as required to maintain optimal performance. Review all reports 

with Director of Operations weekly. 

6 Make Purchases for Store 
Place orders for merchandise with vendors and sales representatives using the most efficient 

methods. Maintain open-to-buy schedule to insure proper inventory levels and category 

assortments. Develop merchandise selections that are current, fresh and clearly represent the 

Museum’s mission. Preparation of purchase orders, customer special orders, delivery of products 

and payments to vendors.  Coordinate with the business office to maintain accurate and organized 

files for artists and vendors to ensure that payments occur in a timely manner and tracking is 

consistent between departments. 

7 Oversee E-commerce Operation 
Oversee the operation and maintenance of the e-commerce site.  Develop and maintain content by 

selecting product and images, writing copy and Search Engine Optimization for all products. Ensure 

that the site presentation is interesting and appealing, that all products featured on the site are in 

stock, that orders are filled promptly end efficiently and that communications and follow-up with 

customers is professional and timely.  Work with the web host to ensure proper operation and 

consistent service. Prepare monthly reports and adjust marketing and merchandizing strategies to 

maximize sales. Solve technical problems to ensure that purchase transactions, membership sales 

and donations are handled accurately and confidentially. Prepare budget, daily/monthly sales 

reports and annual ROI reporting. 

8 Store/ecommerce Marketing 
Implement advertising and sales plans for Store and website consistent with Museum exhibitions. 

Support events and special promotions to increase sales. Maintain Google adwords account. 

Monitor inboxes for Store and ecommerce site, providing excellent communication and customer 

service. Coordinate the production of promotional materials by working the marketing department 

or directly with fabricators and print shops.  
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9 Merchandise the Sales Floor 
Design and/or approve merchandising plans/displays, ensure accurate, consistent in-store signage 

and produce flyers/mailers in accordance with museum standards. Keep Store displays fully stocked, 

rotating fill-in stock behind display stock for age control. On a monthly basis, or as required, 

organize, straighten, restock, and clean displays to maintain the desired look and feel of the store. 

Develop merchandising and sales strategies to meet sales goals. 

10 Organize and carry out Store events/special projects 
Plan and implement project related activities including seasonal sales promotions, new product 

development and special events. Explore product development brand specific to the Museum 

and/or exhibitions. Investigate potential sale of Visiting Artists’ work. Communicate with local retail 

community to participate in joint marketing efforts. Handle all details for annual Bird Lovers’ 

Weekend, working with development, marketing, curatorial and education to effectively produce 

and promote the event. 

11 Coordinate with Museum Staff 
Represent the Store at staff meetings and interact with staff members of other departments to keep 

them abreast of Store procedures and policies, and to ensure that the Store continues to reflect the 

Mission and programs of the Museum.  Relay information about Museum plans, exhibits, goals, 

activities and new merchandise to Store staff so that they can interact effectively with Museum 

visitors. Coordinate with staff of other departments to develop marketing plans and promotions for 

the Store, as well as tie-in with the café, special after-hours programming, and Museum exhibitions 

and education programs.  Provide assistance in executing developed strategies. Assist in the 

coordination and execution of fund-raising events.  

 

Required Knowledge, Skills and Abilities 
These requirements are representative, but not all-inclusive, of the knowledge, skill, and ability required 

to perform this job. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

• Experience in retail sales, merchandising, and supervision. 

• Excellent customer service and sale support skills. 

• Ability to train and develop staff and volunteers to support retail operations. 

• Excellent computer skills including Windows & MS office, POS experience preferred.  

• Working knowledge of Adobe products, web optimization and HTML. 

• Experience with physical inventories and inventory systems. 

• Knowledge of contemporary art and glass techniques. 

• Purchasing experience, preferably in an art or museum related field. 

• Excellent verbal and written communications skills in English. 

• Ability to handle telephone inquiries with patience and diplomacy. 

• Strong organizational and project management skills. 
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• Ability to prioritize tasks and work under pressure to meet scheduled and unexpected deadlines. 

• Must be able to consistently lift 30 pounds or more. 

• Sense of humor. 

 

Education and Experience 

Education or equivalent 
experience 

Bachelor’s degree in business or related field, or equivalent 
experience required 

Years of experience 2-3 years’ supervisory experience in retail, and experience with e-
commerce 

Certifications n/a 

 

Physical Demands and Work Environment 
These physical demands are representative of the physical requirements necessary for an employee to 

successfully perform the essential functions of the job. Reasonable accommodation can be made to 

enable people with disabilities to perform the described essential functions. 

While performing the duties of this job, the employee is regularly required to stand and sit for periods of 

time; use hands to finger, handle, or feel; use a computer keyboard and screen; and speak or hear. The 

employee frequently is required to reach with hands and arms. The employee is occasionally required to 

walk; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 30 

pounds unassisted. Specific vision abilities required by this job include close vision, distance vision, color 

vision, depth perception, and ability to adjust focus. Care and handling of fragile and/or large objects. 

The position requires regularly working at least one weekend day a week (e.g. Tuesday – Saturday or 

Sunday – Thursday schedule), with occasional evenings and/or Sundays as needed. 
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Physical Demands and Work Environment 
These physical demands are representative of the physical requirements necessary for an employee to 

successfully perform the essential functions of the job. Reasonable accommodation can be made to 

enable people with disabilities to perform the described essential functions. 

• Typical office environment 

• Occasional flexible work schedule is required (evenings / weekends) 

 


