JOB DESCRIPTION

POSITION TITLE



Trade Book Manager, Bookstore

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Buy, promote, sell, & display all trade books, and maintain trade book inventory. 
AREAS OF RESPONSIBILITY:
Trade Books

1. Buy all frontlist trade books for the St. Olaf Bookstore:  Meet with publisher representatives on a seasonal basis; read publisher catalogs in advance of meeting; analyze system reporting to determine appropriate buying levels and subjects; stay within assigned inventory goals and open-to-buy numbers while maintaining varied selection; place orders with reps; communicate appropriate information to Trade Book Assistant for data entry; coordinate buying of newspapers and magazines.
2. Place backlist orders to replenish books that have sold:  Review backlist reporting and sales regularly and reorder appropriate titles; stay within assigned inventory goals.
3. Process customer special orders:  Place trade orders with publishers or wholesalers for all trade book special orders; research and order out of print titles for customers as needed.
4. Work with Trade Book Specialist: Assign work to and coordinate department priorities and goals with Trade Book Assistant. 
5. Merchandising:  Create and maintain all book displays on tables and endcaps (or other assigned areas) throughout the store; assign themes and create or coordinate signage; change displays regularly due to seasonal or promotional needs, or for different look.
6. Marketing: Coordinate production of in-store newsletters or catalogs; manage monthly or weekly trade book marketing programs (e.g. Category of the Month, Browser’s Dozen, Weekly Specials); look for promotional opportunities with publishers; update website as new faculty/staff/Scandinavian titles arrive or as data changes; contribute advertising ideas to Director.
7. Co-op Advertising: Maximize publisher co-op advertising opportunities in coordination with rep and Director.
8. Author Events: Plan and arrange author reading series; review author tours in publisher catalogs and schedule author readings with publishers; place event book orders; plan publicity; work with faculty or departments to support author events on campus; work with alum authors or faculty to support their titles and coordinate events.
9. Stay up-to-date on industry and store trends: Attend seminars and conventions yearly; “shop” other bookstores or college bookstores for promotional ideas and trends; read industry e-newsletters or magazines regularly; network with other Trade Book Buyers.
10. Promote and sell books to in-store customers:  Assist in customer service; answer customers’ trade book requests; make book recommendations where appropriate.
11. General customer service:  Receive and process phone orders and respond to general phone inquiries; assist customers with questions at information desk; search database and websites to assist customers; work at cash registers as needed and process transactions, returns, or voids; open/close store as scheduled.
12. Assist staff and students in other bookstore departments: As needed, assigned, and as time allows.  Train students as assigned to become familiar with Trade Book areas.
13. Support retail financial goals:  Consult regularly with consultant on store and department financial goals.
14. Additional responsibilities: Support the academic mission of the college; interact on a daily basis with faculty/staff; organize cultural events with authors or departments.
EDUCATION: 
Essential:
Bachelor’s degree in related field.


Desirable:
Bachelor’s degree in related field.

EXPERIENCE:

Essential:
3+ years of directly applicable bookstore retail experience, specifically in a general bookstore setting performing customer service.  2+ years experience as a Buyer.

Desirable:
3+ years of directly related bookstore retail experience in a college bookstore.  2+ years experience as a Trade Book Buyer.

KNOWLEDGE, SKILL AND ABILITIES:

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

· Previous work with computerized databases and general computer facility essential.

· Knowledge of publishers, imprints, frontlist, backlist, some category specialization.

· 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.

· 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:
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

