
Western Kentucky University

Position Description

Position Title: Merchandise Manager
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

The Merchandise Manager is responsible for supervising the Apparel Associate, Insignia Associate, Art Associate, Supply Associate, Sundries/Graduation Associate and Part-time General Merchandise Associates.  The Merchandise Manager is also responsible for the achievement of specific financial and non-financial goals such as expense costs, in-stock position on merchandise, department appearance, service levels, stock turns, promotional activities and special events, and overall contribution to store’s objectives.

Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Supervision of the University Bookstore Associate Buyers and part-time associates within the Merchandise Department, to include hiring, training, scheduling and evaluating staff members.
· Oversee merchandise decisions for the main campus University Bookstore, South Campus Bookstore, Glasgow Bookstore, athletic events and online store.
· Vendor negotiations, preparing, placing, receiving, pricing and stocking product orders.
· Data entry into the computer inventory system.
· Performs periodic inventory checks and annual inventory counts.
· Develop and monitor necessary controls to ensure appropriate inventory levels, quality of merchandise, pricing strategies and operating margins.
· Develop and maintain departmental merchandise budgets and forecast budget for each fiscal year.
· Pricing stratification in order to satisfy established profit margins.
· Develop partnerships with other retail entities to maximize sales at off-site locations to include: Alumni Association and Kentucky Museum.
· Customer service, assisting customers with merchandise location and selection.
· Answering telephone and directing calls as needed.
· Supervise commencement preparation and activities.
· Serve as liaison with other graduation officials by attending Grad Fair and related meetings.
· Order and distribute academic regalia.
· Assist with creating and implementing departmental marketing activities.
· Merchandising and displaying products to achieve maximum sales.
· Attend industry meetings, conventions and trade shows as appropriate.
· Developing the annual merchandise catalog that is distributed to over 100,000 members of the campus community.
· Performs store openings and closings as scheduled, including balancing cash drawers with daily activity.
· Requires rotating weekend work.
Secondary Job Functions

None.
Merchandise Manager
Minimum Training and Experience Required

Bachelors Degree from an accredited institution; three years prior supervisory experience in a collegiate retail environment at the manager or assistant manager level; experience with vendors negotiations, product selection, merchandise planning, and buying in a similar retail environment; prior experience with typical retail equipment such as computerized point-of-sale, personal computer, data entry, fax machine, copy machine, calculator, adding machine, price labeler; prism Inventory Control System experience; prior experience with collegiate licensing (CLC) and related vendors; centralized student charge/billings system experience; on-line e-commerce sales and large-scale merchandise catalog distribution experience.

Knowledge and Skills Required
Capable of accurately reading and recording inventory data, price lists, reports, purchase orders, and other shipping documents; demonstrated ability to lead and motivate employees toward a common goal.

Physical and Mental Abilities Required

Ability to be detail-oriented; capable of working in a busy environment and following policy and procedure; individual would be required to promote a positive attitude toward accomplishing departmental and unit goals and objectives; ability to lift and carry at least 25 pounds on a regular basis; capable of bending, stretching, pushing, pulling and reaching merchandise on low and high shelves; capable of dealing with large crowds under heavy customer demand.

Organizational Relationships

Position reports to the Director and Assistant of the University Bookstore.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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