
Hawaiian Mission Houses Historic Site and Archives
Position Description

Title: Gift Shop Retail Associate
Location: Museum Store
Reports To: Executive Team
Salary: $17/hr
Status: Part-time

Summary:
The Gift Shop Retail Associate position exists to handle day-to-day operations of the Gift Shop
on a part-time and on-call basis, including tour ticketing and front desk services,
merchandising, inventory control, and sales. The core responsibility of this position is to assist
in developing and maintaining the Gift Shop by creating a positive net income and extending
the museum's educational mission.

Duties and Responsibilities:
● Sells tour and event tickets, merchandise and operates point-of-sale cash register.
● Receives new merchandise, helps determine appropriate price points, and places

merchandise into stock.
● In collaboration with other staff as appropriate, researches and purchases for

consideration of new merchandise for a diverse customer base at various price
points.

● In collaboration with other staff as appropriate, monitors stock and consignment
items to ensure that slow-moving merchandise is returned or reduced in price and
that consignment items are properly maintained and serviced.

● Assists with developing and maintaining a creative, attractive, and effective display
that sells merchandise.

● Assists with maintaining accurate sales records and prepares monthly and quarterly
sales reports.

● Assists with fulfilling online orders and online ticket sales.
● Assists with annual inventory at the end of the fiscal year.
● Assists with maintaining vendor relationships, records and store policies and

procedures.
● Assists with coordinating special events with museum staff.
● Participates as a team member for special events and exhibition openings.
● Other duties as assigned.



● Assists with special events, workshops and classes as needed on a case-by-case
basis.

Required Knowledge, Skills and Ability:
1. Bachelor of Arts degree in Business, Liberal Arts, History or commensurate retail

experience
2. Excellent customer service skills and personal business initiative, required to make

community connections
3. An innovative thinker and self-starter with good organizational skills
4. A team player who supports a mission-driven non-profit history organization
5. Proficiency with computers, QuickBooks, Excel, Word, and other computer

programs
6. Social Media experience in regards to promotion of products and services
7. Good interpersonal skills, with ability to communicate, listen, compromise, and

collaborate

IMPORTANT INFORMATION REGARDING THIS POSITION:
Must be able to stoop, bend, reach, crouch, climb ladders and lift up to 40 pounds to
retrieve and store records.

TO APPLY:
Please submit a resume with a list of three professional references by email to the
Hawaiian Mission Houses Executive Team at execteam@missionhouses.org

mailto:execteam@missionhouses.org

