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Christian Leaders’ Training College of Papua New Guinea, Inc.
“Serving the Churches of the South Pacific Islands”
.National Principal

Rev. Dr. William K. Longgar




JOB DESCRIPTION
	Position: 

	Retail Store Manager
	Reporting to:
	Business Manager

	Location: 

	Banz campus
	Contract duration:
	2 years renewable

	Hours: 


	Full-time (40 hours per week)
	Work closely with:
	Finance Manager

Farm Manager



	Division


	Business Division


	Date modified
	 April 2019



	
	
	
	


Main Task in brief

· The Store Manager plans and directs the day-to-day operations of the store. Develop strategies to improve customer service, drive store sales, increase profitability, creates store policies and marketing programs that will increase sales and grow the existing customer base. Maintain high store standards and conditions and foster a positive environment.

· Ensure customer needs are met, complaints are resolved and service is quick and efficient. Ensure all products and displays are merchandised effectively to maximize sales and profitability. 

· Working on the shop floor, the store manager must be in constant contact with his customers and staff. He is responsible for ensuring his staff gives great customer service as well as monitoring the financial performance of the store. The task is as varied as cleaning the store, stocking and merchandising, sales and service, cash register operation and record-keeping.

Detail Tasks

· Act as the store’s representative and set an example for his staff

· Communicate with clients (CLTC staff & students) and evaluate their needs 

· Create reports, analyze and interpret retail data like revenues and expenses

· Ensure high levels of customers satisfaction through excellent service

· Ensure merchandise is clean and ready to be displayed.

· Formulate pricing & ensure pricing is correct.

· Ensure standards for quality, health and safety are met.

· Handle customer questions, complaints, and issues.

· Initiate changes to improve the business, e.g. revising opening hours to ensure the store can serve its customers better.

· Maintain inventory and ensure items are in stock.

· Maintain inventory by implementing purchasing plans and staying in contact with vendors and shippers if necessary.

· Ensure that grocery shelves are maintained clean and organized.

· Ensure that shelves are loaded with fresh products all the times.

· Ensure that all products are properly tagged and labeled.

· Assign daily workload and schedules to staffs.

· Make sure store employees adhere to college store rules and guidelines

· Evaluate performance of each staff and provide appropriate feedback.

· Manage all controllable costs to keep operations profitable.

· Manage retail staff, including cashiers and people working on the floor.

· Meet financial objectives by preparing an annual budget

· Monitor retail operating costs, budgets and resources

· Organize special promotions, displays and events

· Preside over staff meetings.

· Track the progress of weekly, monthly, quarterly and annual objectives

Requirements

· Be a shining example of well behavior and high performance

· Proven successful experience as a retail manager

· Leading skills and business orientation

· Customer management skills

· Good organizational skills

· Good communication and interpersonal skills

· Follow and enforce College policies

· Familiarity with financial and customer service principles 

· Good math skills with the ability to create and analyze reports, spreadsheets and sales statistics

· Ability to manage daily operations of grocery store

· Perform inventory control to avoid over stock and low stock.

· Manage product storage and rotation activities to reduce spoilages and damages. 

Key skills 

· Numerical skills

· Verbal communication skills

· Team working skills

· Organisational skills

· Commercial awareness

· Proficient user of MS Office (MS Excel in particular)

Key performance indicators 

A) Ability of the college retailing store to meet the needs and demands of CLTC buying population. Are students and staff store’s needs and wants met?

B) Profitability of the college store. Is the store making money?
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