Retail Manager

Wheeling Heritage
Job Description Title:
Location:
FLSA Classification:
General Work Day/Week:

Education and Experience:

Retail Manager
1400 Main Street
Wheeling WV 26003
Exempt
Monday through Friday 9:00am to 5:00pm, plus
evenings and weekends when
needed
Bachelor’s degree (B.A / B.S.)
from four-year college or
university, plus two (2) years
related experience and/or
training; or equivalent
combination of education and
experience. Other
Certifications as needed

Mission:

Job Description

Primary
Supervisor(s):

Executive Director

Travel Required:

None

Position Status
(FT, PT, etc.):

Full-Time

Physical
Demands:

Moderate Physical Activity – See
Physical/Environmental Demands

Performance
Expectations:

1. Accuracy and Timeliness of Work
2. Adheres to Values of the

Organization
3. Proactively Addressing and
Anticipating the Needs
Constituents

Values:

Our mission is to be a catalyst for the revitalization of Wheeling.

•
•
•

Strong Sales Abilities
Thinking Strategically
Self-motivated
Leadership

•
•
•

Consciously Innovative
Delivering Excellence
Working Collaboratively

Position Summary:
The Retail Manager’s primary goal is to ensure the success of our retail outlets. This will be achieved by overseeing staff, sales
and inventory. In addition reviewing data to make thoughtful decisions based off of that information.
In consultation with management, the Retail Manager will work on-site to oversee employee activities and handle the
administrative and managerial duties of running a store. Making sure that the store(s) are stocked with the correct amount of
merchandise and adjust the store layout to display in-demand items. The Retail Manager will develop strategies to meet sales
targets and plan promotions to attract business. The Manager will also evaluate their employees and mentor them to improve
their retail skills, addressing issues with staff and planning professional development opportunities and company policies for
employee behavior.
Primary Responsibilities/Essential Job Duties:
•
•
•
•
•
•
•
•
•
•
•
•
•

Supervise, train and assist sales representatives and Retail Store Clerks in customer service, store maintenance and
product promotion.
Develop and maintain a schedule or employees and promotions centered on holiday sales and other cycles.
Seek ways to better promote the store, the product line and service with-in the store.
Maintain proper inventory levels, ensure stocking, implement purchasing plans and maintain contact with suppliers to
ensure maximum efficiency in meeting sales goals.
Implement cross training of employees to maintain productivity at all times.
Assist with special events of the organization and specifically those that have a relationship to the retail component.
Manage controllable costs with a view to maintaining profitability.
Ensure the store remains clean and presentable at all times.
Hire and train as needed to ensure adequate personnel is on hand to provide outstanding customer service.
Evaluate advertising in collaboration with the Executive Director.
Manage retail budgets.
Be proactive with new initiatives to stay relevant with what customers want, all the while staying within the guidelines
set forth as a local and regional vendor.
Maintain and deliver accurate brand and product data on our online shop artisancenter.com
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Job Description

Primary Responsibilities/Essential Job Duties:
•
•

Continuously improve the website experience, site navigation and merchandising updates
Work with Communications and Development Manager to optimize paid advertising campaigns in Google Ads,
Facebook and other Platforms

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Additional responsibilities and duties include:
• Be fluent in Shopify or other retail software.
• Handling deposits and misc. banking
• Necessary reporting
• Developing and training daily procedures
• Evaluate and select providers of services.
• Other duties as assigned.
PHYSICAL / ENVIRONMENTAL DEMANDS: The table below shows how much on-the-job time is spent in the following physical
activities:
ACTIVITY:

None

Under 1/3

1/3 to 2/3

Over 2/3

Standing

X

Walking

X

Sitting

X

Using hands to finger, handle or feel

X

Reaching with hands and arms

X

Climbing or balancing

X

Stooping, kneeling, crouching, or crawling

X

Talking or hearing

X

Tasting or smelling

X

This position is described as moderate physical activity performing non-strenuous daily activities of an administrative nature.
This position requires occasional lifting or carrying of items up to 25 lbs. less than 1/3 of the time. This position requires manual
dexterity sufficient to reach / handle items, works with the fingers. This position has no special vision requirements.
The work environment is generally well lighted, heated and/or air-conditioned indoor office/shop environment with adequate
ventilation. The noise level is moderate, as would be found in a business office with computers and printers, light traffic.
Occasionally (less than 1/3 of the time), the work environment may be outdoors exposed to changing weather conditions (for
instance, rain, sun, snow, wind, etc.) Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
Materials include: cleaners, metals, and office supplies.
Equipment includes: desktop or notebook computers, photocopier/scanner/fax machine, and telephone systems.
Work Activities For This Position Include:






Communicating with Persons Outside Organization — Communicating with people outside the organization,
representing the organization to customers, the public, government, and other external sources. This information
can be exchanged in person, in writing, or by telephone or e-mail.
Establishing and Maintaining Interpersonal Relationships — Developing constructive and cooperative working
relationships with others, and maintaining them over time.
Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors, co-workers, and
subordinates by telephone, in written form, e-mail, or in person.
Interacting With Computers — Using computers and computer systems (including hardware and software) to
program, write software, set up functions, enter data, or process information.
Communications and Development Manager
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Job Description

Making Decisions and Solving Problems — Analyzing information and evaluating results to choose the best solution
and solve problems.
Organizing, Planning, and Prioritizing Work — Developing specific goals and plans to prioritize, organize, and
accomplish your work.
Getting Information — Observing, receiving, and otherwise obtaining information from all relevant sources.
Selling or Influencing Others — Convincing others to buy merchandise/goods or to otherwise change their minds or
actions.
Thinking Creatively — Developing, designing, or creating new applications, ideas, relationships, systems, or
products, including artistic contributions.
Identifying Objects, Actions, and Events — Identifying information by categorizing, estimating, recognizing
differences or similarities, and detecting changes in circumstances or events.
Developing and Building Teams — Encouraging and building mutual trust, respect, and cooperation among team
members.
Developing Objectives and Strategies — Establishing long-range objectives and specifying the strategies and
actions to achieve them.
Coordinating the Work and Activities of Others — Getting members of a group to work together to accomplish
tasks.
Guiding, Directing, and Motivating Subordinates — Providing guidance and direction to subordinates, including
setting performance standards and monitoring performance.
Updating and Using Relevant Knowledge — Keeping up-to-date technically and applying new knowledge to your
job.
Analyzing Data or Information — Identifying the underlying principles, reasons, or facts of information by breaking
down information or data into separate parts.
Resolving Conflicts and Negotiating with Others — Handling complaints, settling disputes, and resolving grievances
and conflicts, or otherwise negotiating with others.
Estimating the Quantifiable Characteristics of Products, Events, or Information — Estimating sizes, distances, and
quantities; or determining time, costs, resources, or materials needed to perform a work activity.
Interpreting the Meaning of Information for Others — Translating or explaining what information means and how
it can be used.
Scheduling Work and Activities — Scheduling events, programs, and activities, as well as the work of others.
Coaching and Developing Others — Identifying the developmental needs of others and coaching, mentoring, or
otherwise helping others to improve their knowledge or skills.
Judging the Qualities of Things, Services, or People — Assessing the value, importance, or quality of things or
people.
Processing Information — Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information
or data.
Monitor Processes, Materials, or Surroundings — Monitoring and reviewing information from materials, events, or
the environment, to detect or assess problems.
Monitoring and Controlling Resources — Monitoring and controlling resources and overseeing the spending of
money.
Provide Consultation and Advice to Others — Providing guidance and expert advice to management or other
groups on technical, systems-, or process-related topics.
Training and Teaching Others — Identifying the educational needs of others, developing formal educational or
training programs or classes, and teaching or instructing others.
Documenting/Recording Information — Entering, transcribing, recording, storing, or maintaining information in
written or electronic/magnetic form.
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Competencies
To perform the job successfully, an individual should demonstrate the following competencies.
Work Styles


















Initiative — Job requires a willingness to take on responsibilities and challenges.
Dependability — Job requires being reliable, responsible, and dependable, and fulfilling obligations.
Leadership — Job requires a willingness to lead, take charge, and offer opinions and direction.
Achievement/Effort — Job requires establishing and maintaining personally challenging achievement goals and
exerting effort toward mastering tasks.
Adaptability/Flexibility — Job requires being open to change (positive or negative) and to considerable variety in the
workplace.
Attention to Detail — Job requires being careful about detail and thorough in completing work tasks.
Persistence — Job requires persistence in the face of obstacles.
Innovation — Job requires creativity and alternative thinking to develop new ideas for and answers to work-related
problems.
Integrity — Job requires being honest and ethical.
Cooperation — Job requires being pleasant with others on the job and displaying a good-natured, cooperative
attitude
Analytical Thinking — Job requires analyzing information and using logic to address work-related issues and
problems.
Stress Tolerance — Job requires accepting criticism and dealing calmly and effectively with high stress situations.
Independence — Job requires developing one's own ways of doing things, guiding oneself with little or no
supervision, and depending on oneself to get things done.
Self Control — Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding
aggressive behavior, even in very difficult situations.
Social Orientation — Job requires preferring to work with others rather than alone, and being personally connected
with others on the job
Concern for Others — Job requires being sensitive to others' needs and feelings and being understanding and helpful
on the job.
Social Orientation - Job requires preferring to work with others rather than alone, and being personally connected
with others on the job.
Knowledge














Sales and Marketing — Knowledge of principles and methods for showing, promoting, and selling products or
services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control
systems.
English Language — Knowledge of the structure and content of the English language including the meaning and
spelling of words, rules of composition, and grammar.
Administration and Management — Knowledge of business and management principles involved in strategic
planning, resource allocation, human resources modeling, leadership technique, production methods, and
coordination of people and resources.
Customer and Personal Service — Knowledge of principles and processes for providing customer and personal
services. This includes customer needs assessment, meeting quality standards for services, and evaluation of
customer satisfaction.
Communications and Media — Knowledge of media production, communication, and dissemination techniques and
methods. This includes alternative ways to inform and entertain via written, oral, and visual media.
Computers and Electronics — Knowledge of circuit boards, processors, chips, electronic equipment, and computer
hardware and software, including applications and programming.
Mathematics — Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.
Design — Knowledge of design techniques, tools, and principles involved in production of precision technical plans,
blueprints, drawings, and models.
Economics and Accounting — Knowledge of economic and accounting principles and practices, the financial markets,
banking and the analysis and reporting of financial data.
Communications and Development Manager
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Education and Training — Knowledge of principles and methods for curriculum and training design, teaching and
instruction for individuals and groups, and the measurement of training effects.
Clerical — Knowledge of administrative and clerical procedures and systems such as word processing, managing files
and records, stenography and transcription, designing forms, and other office procedures and terminology.
Skills























Active Learning — Understanding the implications of new information for both current and future problem-solving
and decision-making.
Active Listening — Giving full attention to what other people are saying, taking time to understand the points being
made, asking questions as appropriate, and not interrupting at inappropriate times.
Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions,
conclusions or approaches to problems.
Reading Comprehension — Understanding written sentences and paragraphs in work related documents.
Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.
Speaking — Talking to others to convey information effectively.
Judgment and Decision Making — Considering the relative costs and benefits of potential actions to choose the
most appropriate one.
Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make
improvements or take corrective action.
Persuasion — Persuading others to change their minds or behavior.
Complex Problem Solving — Identifying complex problems and reviewing related information to develop and
evaluate options and implement solutions.
Negotiation — Bringing others together and trying to reconcile differences.
Coordination — Adjusting actions in relation to others' actions.
Systems Evaluation — Identifying measures or indicators of system performance and the actions needed to improve
or correct performance, relative to the goals of the system.
Time Management — Managing one's own time and the time of others.
Management of Personnel Resources — Motivating, developing, and directing people as they work, identifying the
best people for the job.
Operations Analysis — Analyzing needs and product requirements to create a design.
Systems Analysis — Determining how a system should work and how changes in conditions, operations, and the
environment will affect outcomes.
Writing — Communicating effectively in writing as appropriate for the needs of the audience.
Learning Strategies — Selecting and using training/instructional methods and procedures appropriate for the
situation when learning or teaching new things.
Service Orientation — Actively looking for ways to help people.
Instructing — Teaching others how to do something.
Abilities













Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken
words and sentences.
Oral Expression — The ability to communicate information and ideas in speaking so others will understand.
Written Comprehension — The ability to read and understand information and ideas presented in writing.
Deductive Reasoning — The ability to apply general rules to specific problems to produce answers that make sense.
Written Expression — The ability to communicate information and ideas in writing so others will understand.
Fluency of Ideas — The ability to come up with a number of ideas about a topic (the number of ideas is important,
not their quality, correctness, or creativity).
Inductive Reasoning — The ability to combine pieces of information to form general rules or conclusions (includes
finding a relationship among seemingly unrelated events).
Speech Clarity — The ability to speak clearly so others can understand you.
Originality — The ability to come up with unusual or clever ideas about a given topic or situation, or to develop
creative ways to solve a problem.
Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It does not involve solving
the problem, only recognizing there is a problem.
Speech Recognition — The ability to identify and understand the speech of another person.
Communications and Development Manager

5

Retail Manager

Wheeling Heritage








Job Description

Near Vision — The ability to see details at close range (within a few feet of the observer)
Category Flexibility — The ability to generate or use different sets of rules for combining or grouping things in
different ways.
Information Ordering — The ability to arrange things or actions in a certain order or pattern according to a specific
rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).
Mathematical Reasoning — The ability to choose the right mathematical methods or formulas to solve a problem.
Number Facility — The ability to add, subtract, multiply, or divide quickly and correctly
Flexibility of Closure — The ability to identify or detect a known pattern (a figure, object, word, or sound) that is
hidden in other distracting material
Visualization — The ability to imagine how something will look after it is moved around or when its parts are moved
or rearranged.

APPROVAL AND ACKNOWLEDGEMENT

Manager’s Name

Title

Manager’s Signature

Date

Employee’s Name

Title

Employee’s Signature

Date
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