 SEQ CHAPTER \h \r 1Diocese of Sacramento

JOB DESCRIPTION
	PARISH:        Sacred Heart, Anderson        POSITION STATUS: Full Time         

POSITION:
 Thrift Store Manager
CATEGORY:  Non Exempt           




Job Summary: The Thrift Store Manager is responsible for the success of the Sacred Heart Thrift Store. Working for the Pastor of Sacred Heart Parish and with various organizations, the manager ensures the profitability of the store, as well as providing a positive impact on the people in need in the community. The Thrift Store Manager is responsible for the twice yearly “Great Sale” (April & October). The Thrift Store Manager oversees a staff of approximately 40 volunteers and is responsible for the training, direction and scheduling of all volunteers.


Essential Functions:

1. Recruit, train, direct and schedule volunteers.

2. Ensures all volunteers have been finger printed through the Diocese of Sacramento.

3. Must keep accurate records of volunteer: finger printing, key contracts, emergency contact information, and safety forms.

4. Maintain the Thrift Store in a manner that reflects the values of Sacred Heart Parish
5. Maintain an inventory of store supplies and purchase all necessary store supplies.

6. Oversees the store inventory, making sure all items are clean and presentable, what items to put out for sale, what items to put on clearance and what items to be removed.

7. Has final say on pricing of valuable and collectible items.

8. Launder store aprons weekly.

9. Provide a monthly financial report to the Pastor.

10. Keep Thrift Store in compliance with health and safety codes, including routine check of fire extinguishers, security system, smoke alarms, replacement of air filters.
11. Oversee maintenance of all equipment, including vacuum cleaner, HVAC.
12. Arrange yearly safety meetings.

13. Must have working knowledge of Quickbooks and Bill Pay. 

14. Responsible for deposit accuracy.

15. Responsible for Thrift Store budget.

16. File and pay quarterly sales taxes to State Board of Equalization.

17. Oversees off-sight storage units for Thrift Store and Great Sales, including the clean out before a Great Sale.

18. Has final say in items that are set aside and given to an Ebay contractor to be put up for sale and shipped when sold.

19. Must be able to use internet to research items and their value.

20. Responsible for all advertising including: radio, newspaper, banners and signs for both the Thrift Store and Great Sales.
21. Coordinate and schedule daily volunteers for Great Sales, including kitchen volunteers.
22. Must have working knowledge of Square to process debit and credit card transactions at both the Thrift Store and Great Sales.

23. Schedule Great Sale “wrap up and thank you” breakfast once a year, usually in October.

24. Partner with Anderson Cottonwood Christian Assistance and neighboring churches to distribute clothing through a voucher system and assist clients with vouchers.

25. Maintain Facebook Page for Thrift Store.

26. Responsible for scheduling of store cleaning, including weekly deep clean, daily vacuuming, monthly window washing, twice yearly carpet cleaning.

MINIMUM QUALIFICATIONS:

Education:  High school diploma or equivalent.

Experience:  Must have previous managerial experience.
Skills / Knowledge: This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, fax machine, cash register, credit card machine. While performing the duties of this job, the employee is regularly required to listen and respond appropriately when engaged in conversation. This position is very active and requires standing, walking, bending, kneeling, stooping, crouching. The employee must frequently lift and move items up to 25 pounds. Must have the ability to work and relate to a variety of personalities and cultures with diplomacy, friendliness and poise. Must be a practicing Catholic with knowledge and understanding of the Catholic Church in general.  
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