
JOB DESCRIPTION

POSITION TITLE

Assistant Director, Bookstore




REPORTS TO:

Director, Bookstore

PRIMARY FUNCTION: 
Assist Director with daily Bookstore operations, including staffing and student worker management, directing general customer service and assisting with textbook ordering.

AREAS OF RESPONSIBILITY:


1. Manage the sales floor by directing customer service, supervising returns, cashiering, and directing customer traffic.

2. Co-managing textbook department: place orders, contact faculty to resolve text issues and answer faculty and student questions regarding texts.  
3.
 Manage CD department: ordering and direct restocking.  
4.
Assemble/create promotional materials: compose ads/signs using desktop publishing and graphics programs, and notify campus of special events and sales promotions.  

5.
Co-maintenance of website: submit merchandise to be added or deleted, submit promotional materials, coordinate “Big Package” textbook sales, oversee order fulfillment and web customer service.  
6.  Other duties as assigned, including but not limited to: processing invoices, opening/closing store, and operating in-store AV equipment.  
SUPERVISORY RESPONSIBILITIES: 


· Student Supervision: selection, interviewing/hiring, scheduling, coordinating daily work and discipline.  

· Staff Supervision: scheduling floor time, scheduling temps, discipline, evaluations, verifying and submitting timesheets, and assisting with hiring.  

CONTACTS:
Faculty, staff, students, vendors and the general public.
EDUCATION: 
Essential:
Bachelor’s degree.

Desirable:


EXPERIENCE:
Essential:
Two (2) years previous supervisory experience and retail sales.  

Desirable:
Previous college or general bookstore experience

KNOWLEDGE, SKILLS, ABILITIES:
· Excellent personnel management skills; verbal and written communication skills; good problem solving and analytical skills.

· Ability to work in a fast-paced, multi-tasking environment; work well under pressure.

· General knowledge of retail operation principles (POS procedures, pricing formulas and display skills).

· General computer skills and the familiarity with publishing/graphic software.

· Ability to work well as a member of a team and with a broad range of constituents including faculty, staff, students, and the general public; confidentiality, discretion and attention to accuracy and detail is essential.  

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office Environment within Retail Store
WORK SCHEDULE:
FTE:
1.0 



Term:
Full Year



Shift: 
Monday - Friday

APPROVAL:                                                David Schlosser
DATE:




March, 2004

