Manager of Retail Operations/Buyer
Reports to:  

Direct Reports:  Retail Merchandise Coordinator, Retail Merchandise Assistants

Position Overview: 

Responsible for buying, merchandising, and generating revenue for a 501(3)c non-profit organization.  Responsible for managing all inventory.  Responsible for managing retail staff.  Responsible for partnering with internal customers to deliver an exceptional retail experience. 

Job Responsibilities: 
· Develop annual budget for organization’s merchandise program
· Manage all inventory, including processing of purchase orders, receipt of goods, and all other transactions affecting inventory
· Complete quarterly physical inventories
· Supervise operations of multiple retail outlets including staff and volunteer training, design and display layout, POS system and special promotions
· Design and layout of all retail outlets
· Work with marketing to develop and implement merchandise promotions that will generate revenue
· Review and update of licensing procedures and agreements
· Develop and maintain working relationships with local merchants for marketing opportunities and outside sales
· Recruiting, booking, and coordinating retail vendors at all retail outlets
· Staff liaison for Committee; responsible for preparing agendas and minutes for all meetings
· Maintenance of the POS system in coordination with Finance  

· Training of all retail staff on Customer Service, POS system, stocking, and loss prevention
· Ensure consignment payments are made
· Work with Marketing to market merchandise offerings on the website 
Knowledge, Skills and Abilities Required: 

· 8-10 Years of Retail Operations/Management Experience/Buying Experience
· AS/BS Degree in Business Management or work experience equivalent
· Ability to work long hours, evenings, weekends and holidays as required to support the business
· Exceptional interpersonal skills
· Exceptional customer relations skills; a willingness to go above and beyond to deliver complete customer satisfaction.

· Ability to stand, sit, walk
· Ability to lift up to 25-50 pounds frequently, with or without assistance
· Ability to work both indoors and outdoors as needed

Salary and Benefits: Competitive Salary commensurate with experience.  Generous time off policy; Benefits include medical, dental, vision, term life, and disability insurance, as well as a 403(b) retirement plan, EAP and generous discounts on organizational programs and events.  

FLSA Status:  Exempt

ArtsQuest is an Equal Opportunity Employer
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