
Job Profile — Bookseller

Responsibilities

A bookseller has a broad and interesting role in the store, matching customer needs with merchandise and assisting with various tasks.

· acknowledge the presence of customers in a friendly and welcoming way
· engage customers in conversation to learn more about their wants and needs
· help ensure customer satisfaction by making recommendations, offering to find and obtain books not in stock, troubleshooting problems through to a positive outcome, and taking initiative to make sure no one leaves the store without finding something to satisfy their wants and needs
· constantly learn about new merchandise
· merchandise the store according to store guidelines so merchandise can be located by customers and colleagues
· contribute to the shopping experience by keeping staff recommendations fresh and writing shelf-talkers 
· assist in creating inviting displays as requested
· enlist the support of others when necessary
· perform in inventory and point-of-sale tasks with accuracy
All members of the bookselling team:

· Assist colleagues as needed
· Help keep the store clean and organized
· Read staff communications and attend team meetings
· Show consideration for colleagues by being on time
· Adhere to store procedures and guidelines
· Offer constructive feedback on ways the store can be improved
· Maintain positive relationships with others
· Represent the store in a professional manner when assisting with off-site activities
· Other –
Qualifications & Characteristics – Bookseller

· Friendly and collaborative attitude
· Resourceful
· Interest in and appreciation for books and reading
· Interest in learning about all merchandise carried in the store
· Accurate and thorough with tasks
· Clear and understandable manner of speaking
· Able to perform multiple tasks simultaneously
· Listens and asks appropriate questions to gather pertinent information
· Shows good judgment 
· Seeks support from others when necessary
· Takes initiative
· Seeks positive outcomes
· Offers critical feedback from a productive perspective
· Other --
Job Profile — Receiving Specialist

Responsibilities

The cost of inventory is the greatest cost of running a bookstore operation.  A receiving specialist is a key staff member that is:

· Knowledgeable about vendors, their terms, and merchandise
· Proficient in using the store’s computerized management system software
· Thorough and accurate in receiving merchandise against purchase orders
· Willing to seek out resources to gather information and solve problems
· Able to troubleshoot discrepancies to minimize store loss
· Able to seek support of vendors when needed
· Committed to completing work so merchandise goes to the sales floor as soon as possible
· Committed to maintaining the accuracy of inventory data
· Pro-active in gathering information about the timing and volume of forthcoming shipments
· Maintains positive relationships with colleagues and vendors
· Other --
Qualifications & Characteristics – Receiving Specialist 

· Neat, organized and timely with paperwork
· Detail oriented
· Thorough and accurate
· Able to resolve problems in a timely manner
· Resourceful
· Other — 
Job Profile – Operations Coordinator

Responsibilities

There are many little jobs that need attention for the store to run smoothly.  Several people may hold various operations duties:

· Maintains appropriate stock levels for supplies
· Seeks cost-effective pricing 
· Stays within supply budget guidelines
· Coordinates store maintenance as required
· Maintains positive relationships with contractors, the landlord, and colleagues
· Suggests timing for routine maintenance such as carpet cleaning and schedules services
· Troubleshoots accidents and mishaps; sees situations through to a positive outcome
· Other –
Qualifications & Characteristics – Operations Coordinator

· Organized
· Resourceful in seeking out competitive bids and pricing
· Comfortable reacting to mishaps
· Can supervise contractors called upon for maintenance and repair projects
· Careful in reviewing invoices submitted by contractors and vendors for accuracy
· Other --
Job Profile – Tech Specialist

Responsibilities

Our success relies on the full use of the store’s computerized management system … from the front desk to the back room.  The store’s key contact for computer systems is relied on by others for their knowledge of the bookstore plus comfort level with electronic communications.

· Understands the store’s software programs
· Configures system as changes in staff or equipment occur
· Troubleshoots hardware and software problems
· Calls upon vendors for support when necessary
· Reviews vendor contracts and sees that they are maintained for continued service
· Assists in staff training 
· Identifies potential issues of internal tampering of data or equipment 
· Manages timely back-ups
· Assures the business is in compliance with credit card requirements
· Shares information that will be helpful to colleagues
· Recommends IT investments to management 
· Other –
Qualifications & Characteristics

· Understands the fundamentals of computer systems and electronic communication
· Patient with others
· Able to troubleshoot under extreme pressure
· Resourceful in obtaining technical information to keep the system running effectively
· Committed to maintain the store’s integrity of data
· Other --
Job Profile – Buyer / Inventory Manager

Responsibilities

A significant amount of the bookstore’s capital is invested in inventory.  A buyer is a steward of this investment in the following ways:

· Knowledgeable about vendors, their terms, and merchandise
· Understands the mission of the store, its target markets, and the community it serves to acquire appropriate merchandise
· Seeks to improve sales and profits by adjusting stock levels seasonally and maintaining an appropriate mix between sections and merchandise categories
· Strives to maximize store profits by considering all costs of obtaining merchandise and routes orders appropriately
· Stays within store buying budget or inventory investment guidelines
· Solicits merchandise suggestions from staff (what they’re handselling, staff favorites, input passed along from customers, etc.)
· Seeks new items and lines to keep the inventory fresh and interesting
· Maintains integrity of inventory data 
· Reviews special orders and customer requests to determine which products should be added to the store’s inventory
· Shares information with others on staff
· Maintains positive relationships with colleagues, customers, and vendors
· Takes a leadership role in physical inventories
· Other –
Qualifications & Characteristics

· Curious and analytical
· Familiar with budgeting, able to control spending
· Accessible and approachable
· Enjoys change and ongoing learning
· Resourceful
· Thorough, accurate, and organized
· Other –
Job Profile – Marketing Specialist

Responsibilities

A marketing specialist supports future sales and develops and grows the store’s community presence. The marketing specialist offers creative energy and skills that are useful in the following ways:

· Develops and implements marketing plans using marketing methods appropriate for the store’s target markets
· Works with publishers to schedule author programs and position the store as a leading venue within the book industry
· Creates and submits proposals to publishers for author events and using book industry resources (like Edelweiss) and publisher grids
· Develops non-author event ideas (like story time, book group gatherings, parties and timely programs on popular topics) to bring people into the store 
· Engages other community businesses and organizations in marketing efforts, when appropriate
· Builds relationships within the community, seeking opportunities for joint promotion or collaborative efforts
· Writes press releases and submits stories to the media in a timely manner
· Nurtures relationships with the media, presenting and following up on story ideas
· Submits event information to the media for inclusion in calendar listings
· Addresses questions and issues raised by the media
· Shares information with staff and invites suggestions
· Identifies off-site venues for large-scale events
· Works with buyers to identify and order merchandise for upcoming promotions, monitors stock levels and suggests supplemental orders as needed 
· Engages bookselling staff to assist with marketing with displays and hosting events 
· Uses social media and blogs to promote the store, its merchandise, events, and the value of shopping at the bookstore
· Considers donation requests and seeks cost-effective ways to support charitable efforts
· Other –
Qualifications & Characteristics

· Friendly and outgoing
· Relationship-builder
· Exceptional written communication skills
· Knowledgeable about using social media
· Knowledgeable with online software for creating email promotions, tracking responses, and following up with marketing messages 
· Can create marketing plans and stay within budget
· Comfortable with speaking in front of an audience
· Comfortable making presentations to potential clients 
· Creates opportunities, seeks new possibilities
· Organized and able to establish and meet deadlines
· Other –

Job Profile – Bookkeeper

Responsibilities

Handling cash and key financial data is an important role in the bookstore.  The bookkeeper helps create success by assuming the following responsibilities:

· Utilizes the store’s computerized management system and accounting software to manage sales receipts, vendor payments and credits, account collections, and creates reports as needed by management
· Reports sales and point-of-sales information accurately and in a timely manner
· Makes bank deposits as scheduled
· Troubleshoots discrepancies
· Identifies the need for further staff training to minimize paperwork errors
· Assists with staff training
· Identifies any and all potential internal theft situations
· Secures cash according to store guidelines
· Maintains organized records
· Other --
Qualifications & Characteristics

· Trustworthy
· Accurate and thorough
· Comfortable with numbers
· Able to troubleshoot discrepancies and problems
· Resourceful
· Respects confidentiality of financial information
· Other --
Job Profile – Sales Floor Manager / Team Leader

Responsibilities

Each person in a leadership role is instrumental in helping create and maintain a positive work environment.  Sales Floor Managers and Team Leaders and anyone involved with managing or leading the staff assumes key responsibilities in the store.

· Recruits, hires, and assists in training booksellers 
· Provides direction to staff by offering guidance
· Listens to the needs and concerns of others
· Offers support and resources necessary for team booksellers to perform their jobs well
· Provides constructive feedback
· Ensures complete customer satisfaction by resolving problems or complaints that are addressed to a member of the leadership team
· Encourages cooperation and teamwork
· Helps staff members improve sales and customer service skills
· Facilitates product training for booksellers to learn about all merchandise carried in the store
· Works with buyers to coordinate displays with buying and marketing efforts
· Enforces store guidelines fairly
· Determines or have input on pay and performance matters including pay increases, performance reviews, probation, and termination
· Suggests revisions to store guidelines as necessary
· Communicates with staff on important and timely issues; develop communication vehicles and support their full use
· Ensures the store is clean, well maintained, and well stocked with supplies
· Opens and closes the store to customers based on store hours
· Maintains positive relationships with others
· Represents the store in a professional manner
· Leads by example
· Other –
Qualifications & Characteristics 

· Caring leader, loves working with people 
· Able to bring out the best in others and believes in the value of servant leadership as a model for relationships
· Comfortable offering constructive feedback
· Fair
· Knowledgeable about store operations and guidelines
· Resourceful
· Accessible and approachable
· Can keep confidences
· Works well as a member of the management team
· Is trustworthy, mindful of theft prevention
· Other –

Job Profile – Financial Manager

Responsibilities

Measuring and understanding the financial health of the business helps guide business decisions.  While a bookkeeper may generate financial documents, the role of the financial manager is to make decisions based on the information provided by those documents.  Accountants, tax specialists, business consultants, and financial planners provide professional services that support:

· Conducts timely reviews of financial reports to gauge the success of the business and progress towards goals
· Establishes business goals and quantifies them, when possible, into financial goals
· Seeks ways to maintain integrity of store data
· With prior management approval, takes adjustments for inventory shrinkage, seeking understanding  for the shrinkage and taking steps to prevent future loss
· Other –
Qualifications & Characteristics 

· Understanding of accounting 
· Familiarity with how to generate and interpret retail financial documents
· Commitment to continual improvement of financial performance
· Sees numbers as clues to problems and opportunities
· Comfortable alerting owners to problems
· Other --

