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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

BOOKSTORE MANAGER, CHC

DEFINITION

Under administrative direction, plans, organizes, and manages the operation of the college bookstore; performs related duties as required.

CLASS CHARACTERISTICS

This class is distinguished from the Bookstore Manager, SBVC by the latter’s responsibility for a large subordinate staff.

EXAMPLES OF DUTIES

Duties may include, but are not limited to, the following:

1. Plans, organizes, and participates in the operation of college bookstore.

2. Consults with faculty and supervises the ordering of required textbooks.

3. Orders, prices, displays, and sells paperback books, supplies, materials, and other merchandise; prices merchandise as necessary.

4. Maintains bookstore accounts, records, and inventory.

5. Supervises the work of bookstore personnel.

6. Resolves problems concerning customers, publishers, and supplies; and completes required reports and forms.

7. Provides temporary and vacation relief in similar occupational fields as necessary.

MINIMUM QUALIFICATIONS

Education and/or Experience

· Successful completion of 24 units of college level coursework in accounting, business administration, retail merchandising, or other related field.

· Considerable experience in the purchase and sale of supplies and equipment, including supervision of subordinates.

Knowledge

Thorough knowledge of general principles and practices of business administration, including effective merchandising techniques; books, supplies, and sundries associated with a college bookstore; record keeping and inventory methods and procedures; principles and practices of supervision.

Abilities
Ability to plan, organize, and supervise the operation of a college bookstore; maintain necessary records and bookkeeping systems; determine economic ordering quantities of books and supplies; supervise the work of a subordinate staff; establish and maintain cooperative working relationships; communicate effectively both orally and in writing.

