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SUMMARY 
Reporting to the Rector of St. Stephen’s, the Treasures Thrift Shop Manager provides supervision, 
oversight and management of thrift shop operations in order to generate revenues which support St. 
Stephen’s Episcopal Church outreach programs and a range of other charitable causes. The 
Manager oversees all Treasures volunteers and monitors sales, donations of merchandise, 
promotion of the store in the community, and internal fiscal controls. The Manager is a member of 
the Treasures Management Committee. 

  

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  

  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 
1. STRATEGIC THINKING AND PLANNING 

a. Develop strategies for all aspects of the shop including, but not limited to, pricing, 

promotion and merchandising. 

b. Create an annual planning process for the shop, including short and medium-term 

goals, to assist the Treasures Management Committee. 

 
2. STORE MANAGEMENT AND MERCHANDISING  

a. Develop and implement written procedures for store operations, including opening 

and closing the store; accepting, sorting and pricing donations; security procedures 

for staff and volunteers, handling of cash, and other relevant procedures as needed. 

b. Oversee the processing of donated items, manage the rotation of items and the 

disposal of unsold donated items in a timely fashion. 

c. Oversee use of, and development of, POS payment system, computerized sales & 

inventory systems. 

d. Contribute to the development of annual revenue projections, oversee budget 

management, and ensure that financial and other goals are set. 

e. Control petty cash expenditures. 

f. Maintain and increase knowledge of resale, thrift, consignment and retail trends 

through daily reading (e-mail list serves, publications) and develop training 

opportunities to share this knowledge with volunteers. 

g. Meet with other thrift shop managers for networking when possible. 

 
3. STAFF MANAGEMENT 

a. Coordinate the recruitment, supervision and team-building of volunteers. 
b. Assess the shop’s need for staffing through volunteers. 
c. Develop a daily schedule of volunteers to maintain adequate shop staff to be able to 

accomplish tasks and respond to customers.  
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d. Ensure volunteers are aware of, and compliant with, all policies and procedures. 
e. Conduct regularly scheduled communications with volunteers to provide direction, 

guidance and team-building. 
f. Consults with volunteers on a regular basis, addressing concerns, sharing ideas and 

building team morale. 
 

4. MARKETING AND PROMOTION 

a. Analyzes sales and current inventory in order to provide projections, and make 
recommendations in order to retain customers and increase sales. 

b. Oversee the display of merchandise inside the shop to enhance its appearance and 
appeal. 

c. Develop and coordinate Treasures’ social media presence to promote sales, 
donations and awareness. 

 
5. CUSTOMER SERVICE 

a. Provide service to donors and store customers according to agreed standards, and 
ensure volunteers follow these same standards. 

b. Promote excellence in the customer service experience for all visitors to Treasures. 
 
 

OFFICE SPACE AND EQUIPMENT 
Office space will be provided within the church premises, including a laptop computer. A networked 
printer and copier is available in the Parish Office. A parking space will be made available. 

 
 

SUPPLIES AND EXPENSES 
All Treasures supplies and consumables will be purchased centrally by the Parish Office. Any 
buildings-related issues will also be handled through the Parish Office. Any other purchases MUST 
be approved in advance by the Parish Office. Any out-of-pocket expenses will only be reimbursed by 
St. Stephen’s if accompanied by a claim form (supplied) and a receipt. A tax-exemption certificate 
will be supplied to the Manager. 

 
 

QUALIFICATIONS 
 
ESSENTIAL 
1. Experience in retail management (3+ years) and supervision of staff (2+ years). 
2. Reliable and trustworthy; sound decision-making skills.  
3. Strong verbal, writing & organizational skills.  
4. Proficiency in Windows, databases, POS systems, MS Office, social media platforms. 
5. Knowledge of budget management, bookkeeping, and projections.  
6. Proven ability to serve clients in a professional, welcoming, and efficient manner. 
7. Cooperative, friendly, and helpful attitude with customers and co-workers. 
8. Ability to work closely with volunteers to ensure positive, constructive environment 



Job Description 

Treasures Thrift Shop Manager (p/t 15 hrs weekly) 

 
 

Page 3 of 3  V2 8/11/2018 

9. Ability to work independently and in a team setting. 
10. Availability to work on Saturdays. 

 
DESIRABLE 
1. Bachelor’s degree highly preferable, or equivalent retail/resale experience. 
2. Experience overseeing volunteers. 
3. Experience with e-commerce and eBay sales. 
4. Ability to maintain a flexible schedule, with the availability to work occasional evenings, if 

needed.  
 
 
PHYSICAL REQUIREMENTS 
Due to the nature of its retail environment, the following constitutes a guideline to the typical physical 
requirements at any work shift at Treasures Thrift Shop: 
 
1. The ability to sit up to 3-7 hours per day with frequent walking, standing, bending, squatting, 

pulling and pushing. 
2. The ability to use a keyboard at computer for up to 3 hours per day.  
3. An occasional requirement to lift items up to 10 pounds to a height up to 6 feet and 11-25 

pounds to a height of 3 feet. 
4. An occasional requirement to carry items up to 30 pounds for distances up to 25 feet. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions, however, Treasures Thrift Shop is not currently accessible to wheelchair users. 
 
 
HOURS & COMPENSATION 
A total of 15 hours per week, as follows: 
 
Tuesday, Thursday and Saturday 9.30 am - 2.30 pm. 

 
Compensation is $21.00 per hour, and is paid twice per month through the payroll service of the 
Diocese of New York. This compensation will be reviewed annually by St. Stephen’s. 
 
This position does not qualify for health-related benefits or pension benefits. 
 
This position is eligible for 5 days of paid leave per year after the successful completion of a six-
month probationary period. 
 
This position may be terminated by either the employer or the employee upon written receipt of one 
month’s notice of termination. 
 
 


