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Gift Shop Manager/Buyer
Position Description: Responsible for overall store operation including cash and inventory control, personnel, purchase and sale of merchandise; prepares and monitors department budget; Regular, full time, exempt status; Employment pending criminal and driver history records; Promotes the Zoo and its mission. 40 hours per week – must be able to work one weekend day
Responsible to: President – Friends of the Zoo

Supervises:
 Gift Shop Assistant Managers



 Gift Shop Staff

Essential Job Functions:

Gift Shop Manager:

· Oversee the day-to-day store operations 
· Recruits and manages staff to include training, development, scheduling and evaluation – includes management staff

· Sets and enforces gift shop policies and procedures to ensure highest standards of friendly and efficient service to all customers and ensure that these standards are delivered by all staff  
· Ensures all monies are handled and recorded properly

· Maintains inventory control including random checks, minimizing theft and enforcing scanning/register procedures

· Considers layout of store to best accommodate visual appeal, merchandising and maximize sales

· Works with Director of Marketing to ensure brands of the Zoo and Friends of the Zoo are consistently represented on merchandise and in marketing and promotional initiatives
· Proficient with POS to provide training and to produce accurate and comprehensive financial reports

· Coordinates general maintenance of the Gift Shop

Buyer:

· Establish relationships with suppliers (existing and new), select merchandise and negotiate with vendor representatives to maximize profitability and achieve a minimum 60% margin
· Analyze sales reports and set targets to maximize profitability of the gift shop revenue center

· Prepare annual budget, sales goals and reports
· Assist in the development and implementation of custom merchandise

· Take markdowns when needed

· Reorder merchandise as necessary

· Lead and direct year-end inventory

Additional Responsibilities:

· Attends meetings for senior staff to keep abreast of pertinent information
· Works with appropriate Board committees as needed and attends Board meetings as assigned 

· Performs other duties as requested

· Adheres to Zoo policies and protocols

· Ability to lift 50 lbs.

· 40-hour work week, including 1 weekend day. May be requested to extend hours as needed
Desired Training and Experience:

· Bachelor’s degree in merchandising or related field and/or proven sales experience

· Three years of experience working in a year-round and seasonal environment – retail operation or shop management
· Previous exposure to a high customer volume and associated sales

· Experience in retail buying with strong supplier management and negotiation skills
Skills/Knowledge Required:

· Knows Point of Sale (POS) systems and other related systems

· Merchandising and selling techniques; theft and damage techniques

· Must possess a valid NYS driver’s license and maintain automobile insurance

· Ability to work autonomously, as well as with a team, to achieve established goals

