Gift Shop Manager

SUMMARY: 

Oversees and coordinates customer service, merchandising, inventory control, and other related activities for an UNM gift shop. 

DUTIES AND RESPONSIBILITIES: 

1. Oversees, coordinates, and performs computerized cash register sales transactions and cash management.

2. Supervises personnel which typically includes performance evaluation, training, work allocation, and problem resolution.

3. Provides sales coordination and problem resolution for floor customer service staff; performs direct sales and customer service as and when required.

4. Allocates and schedules work within the area, ensuring that all floor requirements are covered during operating hours; fills in for staff as required during breaks and other absences.

5. Monitors sales through the cash register; resolves discrepancies, prepares, reconciles, and records cash receipts for deposit, and prepares sales reports.

6. Monitors and coordinates ordering, receipt, and return of merchandise and/or equipment; verifies invoices and billing and resolves errors and discrepancies; as appropriate, coordinates shipping and/or delivery of merchandise to customers.

7. Oversees area stock and visual merchandising; participates in the development and implementation of on-floor sales promotion campaigns.

8. Participates in the establishment and implementation of general marketing plans and programs for the enterprise.

9. Monitors general housekeeping cleanliness within the area; ensures that equipment and facilities remain in good repair, and that employee and customer safety standards are maintained.

10. Gives out parking permits to museum visitors.

11. Performs miscellaneous job-related duties as assigned. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to communicate effectively, both orally and in writing.

· Ability to operate a computerized cash register.

· Ability to foster a cooperative work environment.

· Knowledge of cash management principles and/or procedures.

· Knowledge of customer service standards and procedures.

· Knowledge of retail floor sales techniques.

· Ability to read, understand, follow, and enforce safety procedures.

· Knowledge of basic fiscal and personnel management principles.

