JOB DESCRIPTION

POSITION TITLE



Clothing/Insignia Gifts Buyer

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Purchase clothing and related insignia items for resale in the Bookstore.
AREAS OF RESPONSIBILITY:
Clothing and insignia gifts

1. Purchase all soft goods and all insignia gift items from vendors:  Set appointments seasonally with vendors, make purchases for season, enter SKU data and create purchase orders in MBS retail software, order items year round from vendors as needed.     
2. Receive merchandise:  Physically receive orders, barcode (print labels) if necessary, shelve and display merchandise on sales floor, receive merchandise in MBS retail software, authorize invoices for payment.     
3. Sell merchandise and assist customers – Set up merchandise and display items for resale, keep floor area well-stocked, neat and attractive, continually check inventory for possible re-orders, and plan for campus events – order, plan, and schedule accordingly.
4. Work on sales floor and customer service:  Merchandise products effectively, monitor staff information desk, answer phones, ring up sales and returns, assist in other areas of the store including opening and closing of the store and perform cash register duties.  Answer customer email, mail, and web inquiries about products in your department, and handle return questions in department. 
5. Update website as new items are received and older items go out-of-stock.  Insure that website is always current.
6. Help coordinate annual clothing catalog:  Select items to be featured, write copy for clothing items, work with photographer during shoot, maintain inventory and oversee order processing.
7. Graduation Coordinator:  Regalia rentals and purchases for both faculty and students.  Communicate with faculty/staff in spring and fall about rentals or purchases of regalia. Organize Grad Fest event – collect/place orders for senior cap/gown rentals, and set up/manage distribution of senior rentals; coordinate sale and ordering of class rings, grad announcements, and diploma frames.   
8. Assist staff and students in other bookstore departments: As needed.
9. Complete other projects as assigned by the Director and/or Associate Director. 
10. Support financial goals and inventory management goals:  Consult regularly with consultant on retail financial goals and inventory.  Analyze MBS and RMSA reporting regularly to assist with buying decisions.
EDUCATION: 
Essential:
Minimum: A post-secondary degree (e.g. technical or community college)


Desirable:
A post-secondary degree (e.g. technical or community college) in fashion, retail, sales, or related field.

EXPERIENCE:

Essential:
3-5 years of related retail experience with at least one-year experience as a buyer.

Desirable:
1-3 years of directly applicable retail experience (college store setting) with 1-2 years experience as a buyer.

KNOWLEDGE, SKILL AND ABILITIES:

· This position requires good communication skills, both written and verbal.

· Previous work with computerized databases and computers in general.

· Knowledge of ready-to-wear clothing market. 

· Knowledge of fabrics, sizing, and color coordination in design.

· Knowledge of basic inventory control concepts, especially open-to-buy.

· Knowledge of merchandise and display concepts.

· Must possess a high level of accuracy and be detail oriented.

· Excellent interpersonal, problem-solving and organizational skills. 

· Demonstrated ability to work as part of a team in a group setting.

· Must have scheduling flexibility and be adaptable and open to change.

PHYSICAL DEMANDS:
Ability to travel and attend conferences off campus.  Ability to lift up to 50 lbs.

WORKING ENVIRONMENT:
Cubicle office located inside the Bookstore on the ground floor of the Buntrock Commons building. Ability to navigate from office to main campus.

WORK SCHEDULE:
FTE: 

1.0  (40 hours a week)


TERM: 
12 month, year round position



SCHEDULE:
Bookstore hours 8:00 A.M. to 6:00 P.M. Monday through Friday; 10:00 A.M. to 5:00 P.M. Saturday during academic year; 7:30 A.M. to 4:30 P.M. during summer. Must work at least 1 Saturday each month; other evening and weekend work required during special events and rush.  Weekly schedule to be determined and changes on a weekly basis. 

APPROVAL:                                                
David Schlosser
DATE:




August 2006

