JOB DESCRIPTION

POSITION TITLE



Media Buyer/Bookkeeper, Bookstore

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Purchase, promote, and sell music/DVDs, greeting cards and stationary, and general gift products to customers.  Perform daily bookstore bookkeeping functions.
AREAS OF RESPONSIBILITY:
Research music/DVDs, greeting cards and stationary, and general gift products.  Analyze product trends in these areas, and purchase products in order to establish bookstore as a significant presence as a provider of these products; perform all duties as required as the bookkeeper for the Bookstore.

1. Buying merchandise, including:  Research cost effective vendors of media products including, but not limited to CDs, DVDs, games, greeting/holiday cards and stationary, and other general gifts; research current product trends in these areas and compare products with similar college bookstores; analyze research data and review monthly MBS sales reports and RMSA reporting to assist in cost effective buying decisions; buy all media products, greeting cards and stationary, and general gift products to meet customer demands; receive products accurately and on a timely basis(physically and within the MBS computer system); pay invoices for product; keep inventory of products within assigned inventory and open-to-buy goals; merchandise products effectively and maintain displays; maintain in-stock position on all St. Olaf music and order in advance of major events.  Work closely with St. Olaf Records.
2. Bookkeeping/gatekeeping:  Reconcile cash drawers and balance daily receipts; maintain accuracy and integrity of store safe and change fund; prepare daily total receipt reconciliation and alert supervisors to major errors; maintain sales and financial spreadsheets; maintain accounts payable module of MBS retail software and balance claimed to actual amounts; monitor purchases on college credit card accounts held by bookstore staff and insure compliance with college purchasing card guidelines.
3. Customer Service:  Monitor staff information desk and answer customer inquiries; answer phones; ring up sales, returns, and perform all other required cash register duties; open and close the store; answer customer email or mail inquiries in assigned departments.
4. Function as main cashiering trainer for the bookstore.  Train all new bookstore employees in proper cash register procedures and train existing employees as procedures change.
5. Assist staff and students in other departments:  Assist in stocking floor, receiving, creating displays, or other functions as needed.
6. Mail and office equipment:  Open and distribute daily mail.  Maintain upkeep of office equipment.
7. Complete other projects as assigned by the Director and/or Associate Director. 
8. Support retail financial goals:  Consult and work with consultant to maintain proper inventory levels.
EDUCATION: 
Essential:
Two-year degree (e.g. technical or community college).


Desirable:
Two-year degree (e.g. technical or community college) in related field (retail, sales, or bookkeeping/accounting).
EXPERIENCE:

Essential:
1-3 years of related bookkeeping experience in a retail environment.  1-3 years of general retail experience.

Desirable:
3-5 years of directly applicable (bookstore) bookkeeping experience in a retail environment. 

3-5 years of directly applicable retail experience.

KNOWLEDGE, SKILL AND ABILITIES:

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

· Previous work with spreadsheets, databases, and computers in general.

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

· Knowledge of general bookkeeping skills and accounting 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.

· Must be team oriented and establish respectful, supportive, and cooperative working relationships within department, and with the college community and the public.

· Must contribute to a positive store environment; must be self-motivated, adaptable, accepting of new challenges, and open to change.

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

WORKING ENVIRONMENT:
Shared workspace.  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: 

.56  (22.5 hours a week)


TERM: 
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 the academic year. 7:30 A.M. to 4:30 P.M. June-August. 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

