UBC Museum of Anthropology Shop Manager Job Posting

1. Job Identification - 25868
Present Job Classification:
Management and Professional


Job Title:


Manager, Shop Retail
Faculty:


Arts

Department:


Museum of Anthropology

Job Family:


Business Operation Management

Pay Grade:


5

Salary Level:


B

2. Job Summary

Over the years, the MOA Shop has achieved a reputation for excellence in terms of its merchandise selection, display and the work it has done to promote the work of artists and crafts people locally and from around the world. It is also core to MOA’s earned revenues, generating over $1,200,000 in gross sales. The Shop Manager is responsible for overseeing all shop operations and shop-related initiatives, in a way that is consistent with our strategic plan and the philosophy of the Museum and its constituencies, including First Nations and other cultural communities, collectors, Museum and gallery professionals, university members and the public. It requires specialized knowledge of the arts of peoples of the Northwest Coast and other cultural backgrounds as well as Fair Trade and Ethically Acquired practices and a sound understanding of retail and business practices.    

3. Organizational Status

This position reports to the Assistant Director, and hires and supervises staff and students.  The position works with other staff in the development of business plans, and formation of policies and future decisions that relate to the financial and commercial development of the Museum Shop.

4.
Work Performed
· Is responsible for ensuring that the Museum Shop continues to be a vibrant and financially successful part of the Museum.
· Develops and maintains an effective and unique product mix and range of merchandise, conducting research on potential vendors and supplies.
· Develops 3 to 5 year business plans for the shop, consistent with the goals of the Museum’s overall strategic plans.
· Develops annual budgets for the shop and special products and initiatives and monitors the results of operations to ensure that goals are achieved with respect to business growth and profits. 
· Ensures appropriate accountability procedures with respect to purchases, inventory, and sales, including monitoring purchases, inventory control, and sales.

· Develops and maintains contact with First Nations and other artists, and   negotiates with artists to purchase artworks that meet the standards of the Museum Shop.
· Monitors the results of operations to ensure that goals are achieved with respect to business growth and profits. 
· Ensures appropriate accountability procedures with respect to purchases, inventory, and sales, including monitoring purchases, inventory control, and sales.

· Provides consultation to and deals directly with customers with special requests and handles the more complex inquiries from the public.

· Oversees Shop display and merchandizing.

· Sources and displays special merchandise relating to exhibits, public programmes and other activities taking place at MOA.

· Develops and implements special shop initiatives such as the annual t-shirt design contest and featured artist videos.

· Works with MOA Communications staff to develop and implement marketing plans for the Shop, including an effective online presence for the Shop.  

· Hires, trains, schedules and supervises the work of Shop staff and assistants. 
· Ensures that staff are trained to communicate knowledgeably about MOA, Shop merchandise and the artists and communities whose material is featured.
· Represents the Museum Shop to outside agencies, Museum Store Association, etc. at conferences, meetings, and trade shows

· Performs other related duties as required

5. Consequence of Errors

Error in judgement or information given would result in loss of credibility and service to the public and the artists and communities represented through the Shop, as well as loss in sales and revenue.

6. Supervision Received

The position reports to the Assistant Director, Administration and Outreach and serves as the shop representative on exhibition and other special project committees as required.
7. Supervision Given

The position hires, trains, schedules and evaluates 2 full time Shop staff and 10 - 20 Student Assistants.   

8. Working Conditions

The primary work area is shared with other Shop staff.  The space is adequate although at times noisy and crowded with people and things.  

9. Organizational Chart

See attached chart.

Personnel Specifications

Education

Professional qualifications and experience in commercial or business management. A BA or equivalent in Anthropology, Art History, or Fine Arts would be preferred. 
Experience

The position requires specialized knowledge in the arts of the Northwest Coast and other cultures, plus a minimum of four years experience working in a museum shop or other related environment that has close working relationships with First Nations artists; experience in retail operations and sales, the appropriate care, handling, and packing of art objects; experience in research, developing and producing exhibits is essential.

Skills

Ability to communicate effectively and graciously both verbally and in writing is essential.  Marketing experience required.  Experience in training, supervising and motivating staff.  Also necessary is ability to use computer with specific knowledge of Microsoft Word and Excel, and Point of Sales system.  Candidate must have excellent organizational and interpersonal skills and be able to provide effective customer service and be able to travel and work flexible hours.  
All applicants must apply to the UBC Human Resources website – www.hr.ubc.ca, Job ID 25868

