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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

BOOKSTORE MANAGER, SBVC
DEFINITION

Under administrative direction, plans, directs and manages bookstore operations for the District; performs related duties as required.

EXAMPLES OF DUTIES

Duties may include but not limited to the following:

1. Plans, assigns and supervises the work of bookstore personnel at two campus facilities, in procurement, sale and inventory of merchandise.

2. Confers with Administration and Faculty concerning the requisitioning of required textbooks and student supplies.

3. Supervises the ordering, advertising, shipping, receiving, display and pricing of textbooks, paperback books, supplies, materials, and other merchandise.

4. Arranges for the orderly return of and repurchase of used books.

5. Plans, prepares and revises forms and procedures necessary to maintain proper records and coordinate with District accounting.

6. Supervises and reviews the preparation and maintenance of various records and reports including accounts payable, accounts receivable and payroll.

7. Resolves problems concerning customers, publishers and suppliers.

8. Prepares and presents verbal and/or written reports as directed.

9. Provides temporary and vacation relief in similar occupational fields as necessary; may be assigned additional professional/managerial duties as necessary.

10. Selects, trains, and supervises classified workers; prepares work schedules.

MINIMUM QUALIFICATIONS

Education and/or Experience

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

· Extensive experience with responsibility for purchase and sale of merchandise; including supervision of subordinates.

Knowledge

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

Abilities

Ability to plan, organize and supervise the operation of college bookstores utilizing employees efficiently within budgeted allowances; monitor the maintenance of necessary records, the ordering of optimum quantities of books, supplies and sundries; supervise subordinates; establish and maintain cooperative working relationships; communicate effectively orally and in writing; operate a cash register and other related equipment.

Working Conditions

Incumbents must be able to perform sedentary work occasionally lift heavy objects and travel between District bookstore facilities.

Special Requirements

Possession of or ability to obtain a valid Class III California Driver’s License.

