JOB DESCRIPTION

POSITION TITLE



Trade Book Specialist/Scandinavian Gifts Buyer

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Maintain trade book database, buy Scandinavian gifts, and merchandise both sections.
AREAS OF RESPONSIBILITY:
Trade Book and Scandinavian Gifts area

1. Maintain trade book database in MBS Retail Inventory System:  Update system book data and insure trade book system accuracy; trouble shoot trade book system problems working with Technology Specialist; enter all catalog orders into system.
2. Process book orders: Create and maintain purchase orders; place book orders via phone, fax, or website to various publishers and wholesalers; coordinate customer order system.
3. Maintain trade book database on website.  Insure accuracy of data for faculty, alumni, and Scaninavian authors and their works.
4. Coordinate return of unsold, damaged, or defective trade books to publishers:  Process return/chargeback information in system; remove books from shelves and pack for shipping; keep accurate records of returns and contact publishers when proper credit is not issued; and authorize all invoices with credit balances for proper credit.
5. Receive books in absence of Shipping/Receiving Specialist and shelve books: Unpack books and enter receiving information into computer; print barcodes; shelve books in proper sections.
6. Authorize payment of trade invoices: In absence of Shipping/Receiving Specialist; troubleshoot problem invoice issues or charges.
7. Assist Trade Book Manager in other projects: Assist with author appearances and events; attend trade book conferences; maintain in-store trade displays; assist with annual inventory.
8. 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.
9. Bookkeeping in absence of regular Bookkeeper:  Perform substitute bookkeeping duties in absence of regular Bookkeeper.
10. Purchase Scandinavian Gifts:  purchase Scandinavian Gifts from vendors; set buying appointments with vendors; attend gift shows; enter data and create purchase orders in system; unpack, receive, ticket, price, and authorize payment for inventory; merchandise and maintain Scandinavian Gifts section; maintain assigned inventory levels; troubleshoot product issues or problems as needed with vendors or customers.
11. Assist in buying and displaying all Seasonal Gifts, particularly Christmas merchandise.
12. Assist staff and students in other bookstore departments: As needed, assigned, and as time allows.
13. Complete other projects as assigned by the Director and/or Associate Director. 
EDUCATION: 
Essential:
High school graduate.


Desirable:
2-4 year college degree.  

EXPERIENCE:


Essential:
1-2 years previous retail experience.

Desirable:
1-2 years previous retail experience in bookstore or college bookstore setting.  Some data entry/typing skills.
KNOWLEDGE, SKILL AND ABILITIES:

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

· Previous work with computerized databases and computers in general.

· Some knowledge of books, titles, authors, and subjects in order to help customers.

· 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 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: 

.94  (37 hours per 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

