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                                                          Job Description: Thrift Store Manager
Department:   
Administration
Supervisor: Chief Executive Officer

SUMMARY: The Thrift Store Manager provides supervision, oversight and management of thrift store operations to generate revenues to support TPC programs and administration. The Manager manages staff and volunteers, oversees sales, donations of merchandise, promotion of the store in the community, and internal fiscal controls. The Manager is a member of the Senior Management Team. As Store manager, he/she responsible for ensuring the staff give great customer service as well as monitoring the financial performance of the store. 
ESSENTIAL DUTIES AND RESPONSIBILITIES: Core duties and responsibilities include the following. Other duties may be assigned.
· Develop and implement written procedures for store operations, including opening, and closing the store; procedures for accepting, sorting, pricing donations; security procedures for staff and volunteers, handling of cash; sales; dispatch coordination, and other relevant procedures as needed.

· Oversees the processing of donated items, manages the rotation of items and the disposal of donated items in a timely fashion.

· Processes include: sorting, tagging, displaying and disposing of donated items, providing leadership to staff and volunteers; sets standards for merchandise and communicates same.

· Manages supply inventory, completes purchase orders as necessary and monitors all invoices.

· Experience with “point of sale,” computerized sales and inventory systems.
· Contributes to the development of annual revenue projections and meets financial goals.

· Understands budget management; controls petty cash expenditures. 

· Maintain and increase knowledge of resale, thrift, consignment and retail trends through daily reading (e-mail list serves, publications) and participation in webinars, staff meetings, and periodic offsite training.

· Meets periodically with other thrift shop managers for networking.
· Participate in training required by accreditation standards, plus performance and quality improvement efforts.
· Attend manager/staff meetings and keep store personnel informed of new policies and directives.

· Ensures all store maintenance is accomplished. 
· Ensures staff assignment, breaks, PTO (vacation, sick, personal leaves, etc.) are scheduled. 

· Training, supervising, discipline and appraising staff.
· Managing budgets and maintaining statistical and financial records.
· Create and maintain overall store presentation.

· Motivates and inspires the team to achieve store productivity goals.
· Provide input to Senior Management decisions.
· Knowledgeable of and ensures compliance with all company policies and procedures, as well as legal requirements.

· Verifies bank deposits and cash drawers at close of business and responsible for communicating over/shorts to Accounting.

· Be available to customers and provide prompt and accurate checkout, ensures opening of second register as needed to ensure short wait times to checkout.
· Direct oversight of opening and closing procedures by delegated staff

· Knowledge of company and store policies and procedures.  
· Evaluate procedures and make recommendations for increased efficiency, savings and cost reductions.
· Provide leadership to staff and promote effective communication on all levels.
SUPERVISORY RESPONSIBILITIES: This job has supervisory responsibilities on overseeing the thrift store employees/volunteers: thrift store assistant, third key, Cashier, Online Coordinator, Greeter, Back-Room Shift Lead, sorter/pricer.

COMPETENCIES: To perform the job successfully, an individual should demonstrate the following competencies:
Customer Service - Manages difficult or emotional customer situations; responds promptly to customer needs; responds to requests for service and assistance; meets commitments. strong sales and negotiation skills.
Interpersonal Skills - Sophisticated social media, networking and interpersonal skills. Focuses on solving conflict, not blaming; keeps emotions under control; remains open to others' ideas and tries new things.
Oral Communication - Excellent communication skills. speaks clearly and persuasively in positive or negative situations; listens and gets clarification; listens to others without interrupting; responds well to questions.
Written Communication - Writes clearly and informatively; able to read and interpret written information. design and writing of promotional materials
Diversity - Shows respect and sensitivity for cultural differences; Promotes a harassment-free environment.

Ethics - Treats people with respect; keeps commitments.

Motivation - Sets and achieves challenging goals; Measures self against standard of excellence.

Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for additional resources.
Professionalism - Approaches others in a tactful manner; reacts well under pressure.

Quality - Demonstrates accuracy and thoroughness; monitors own work to ensure quality.

Quantity - Completes work in timely manner; works quickly.

Safety and Security - Observes safety and security procedures; follows all driving rules, regulations and laws; reports potentially unsafe conditions; uses equipment and materials properly.
Adaptability - Adapts to changes in the work environment; manages competing demands; changes approach or method to best fit the situation; able to deal with frequent change, delays, or unexpected events.
Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities are covered when absent; arrives at meetings and appointments on time.
Dependability - Follows instructions, responds to management direction; takes responsibility for own actions; keeps commitments; completes tasks on time or notifies appropriate person with an alternate plan.
QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION AND/OR EXPERIENCE: High School Diploma or GED. Minimum three years’ experience in facilities management and/or building safety and security maintenance. At least two years on retail/store management experience. Knowledge of city ordinances and associated inspection and compliance. Workforce management.
LANGUAGE SKILLS: Ability to read and comprehend instructions, correspondence, and memos. Ability to write correspondence. Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
MATHEMATICAL SKILLS: Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 100's. Ability to perform these operations using units of American money and weight measurement, volume, and distance. Development of Standards. Analyzing Information. Dealing with Complexity. Data Entry, Reporting Research Results. Confidentiality. Detail-oriented.

REASONING ABILITY: Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized situations.
COMPUTER SKILLS: To perform this job successfully, an individual should be proficient with MS Office: Excel and Word, Outlook, database programs, point of sale software, internet. Online HR and payroll access, Point of Sale and inventory software.
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly exposed to fumes or airborne particles; toxic or caustic chemicals and risk of electrical shock. The employee is frequently exposed to risk of radiation and vibration. The employee is occasionally exposed to wet and/or humid conditions (non-weather); working near moving mechanical parts; outdoor weather conditions; extreme cold (non-weather) and extreme heat (non-weather).

The noise level in the work environment is usually moderate.
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