JOB DESCRIPTION

POSITION TITLE



Supplies Manager

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Purchase, promote, and sell: school and office supplies; computers, software, and computer supplies; general/dorm supplies; health/beauty items; food and beverages.  Maintain the convenience store.
AREAS OF RESPONSIBILITY:
School, office, computer supplies, general/dorm supplies, health/beauty supplies, food and beverages, and convenience store.

1. Placing orders:  Place orders for office and school supplies, computers and computer accessories, general and dorm supplies, health and beauty aids, food and beverages.  Places orders on timely basis to insure in-stock position.  Work with sales reps and customers.  Analyze sales reports to make informed buying decisions.  Create purchase order in MBS system.  Fax or call in orders as needed.  Maintain proper inventory levels and stay within established open-to-buy goals.  Buy seasonally based upon demand.  Buy products with promotions in mind.  Look for and research new products.
2. Receiving orders:  Receive orders for office and school supplies, computers and computer accessories, general and dorm supplies, health and beauty aids, food and beverages.  Insure inventory accuracy by receiving according to established procedures, including: print purchase order; unload and insure product count; receive the items accurately and on a timely basis in the MBS system.
3. Price/Shelving:  Scan each item to insure that they work on system.  Bar code each item.  Price each item or verify correct shelf tag price.  Verify shelf tag is present for every item.  Rotate products and maintain displays.  Maintain established margin goals by pricing according to initial markup (IMU) goals, and stay within markdown goals.  Identify items for sales and promotions.  Insure product is put on shelves in timely manner after receiving.
4. Authorize payment of invoices:  Verify all charges are correct.  Copy each invoice and send to the business office.  Keep copy on file for your/store records.  Follow up with vendors or reps on any invoice, delivery, or discrepancy problems.
5. Insure proper shipping methods for products are followed in line with store shipping programs.  Follow-up with vendors or reps who do not ship according to our guidelines.
6. General customer service:  Respond to phone or email inquiries, and assist in-store customers.  Resolve customer problems or disputes.  Train/re-train and assist student workers or temps as needed.  Run floor during assigned times. Assist in other areas of the store as assigned.  Open/close store as assigned.
7. Maintain in-stock levels of supplies for in-store use, including (among others): register tape, packing tape; office supplies for staff use.
8. Attend conferences or seminars in your areas of responsibility, and attend others that will enhance your professional development.  
9. Maintain organized and safe work area, backroom overstock, and upstairs overstock area. 
10. Support retail financial goals:  Consult regularly with an outside expert on retail financial goals.  Shop competitors or other college stores to obtain pricing data, display ideas, or promotional ideas.
11. Complete other projects as assigned by the Director and/or Associate Director
EDUCATION: 
Essential:
Post-secondary education.  2-year college or technical school degree.


Desirable:
Post-secondary education.  4-year college degree; 2-year degree in directly related field.

EXPERIENCE:

Essential:
1-3 years of experience as a buyer in a retail environment.

Desirable:
2-4 years of directly related experience as a Supplies Buyer in a college bookstore environment.

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 the office products business, including computer supplies, a plus; knowledge of actual office products and computer supplies a must.

· Knowledge of food/beverage/health product business is desirable.

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

· Knowledge of merchandising, display, and promotional concepts.

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

· Excellent interpersonal, problem-solving and organizational skills. 

· Ability to effectively juggle tasks and different issues while still maintaining productivity.

· 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 70 lbs.

WORKING ENVIRONMENT:
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: 
Year round position



SCHEDULE:
SCHEDULE:
Bookstore hours 8:00 A.M. to 6:00 P.M. Monday through Friday and 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

