
JOB POSTING – ST. VINCENT DE PAUL 
 COMMUNITY STORE 

 
 

POSITION:  Store Manager – Full-time/1st Shift (Various Days:  Mon-Sat) 
 
POSITION MANAGER: Paula Cosby, Associate Director of Operations  
    
POSTING PERIOD:   March 26, 2020 Until Filled 
 
APPLICATION PROCESS:  
 

If you are interested in the position, mail or email (pcosby@stvincentdayton.org)  a resume and/or a Letter of Interest to 
Paula Cosby, St. Vincent de Paul Administration, 124 W. Apple Street, Dayton, Ohio 45402 requesting consideration for 
the position.   
If you are a current employee of St. Vincent de Paul, you must submit a Letter of Interest to Paula Cosby and inform 
your current manager of your interest in this position. 
 

A. GENERAL SUMMARY AND PURPOSE 
 

The Store Manager is responsible for oversight of the retail store operations in accordance with St Vincent de Paul policies.  
The manager is responsible for maximizing and achieving sales volumes consistent with established budget plans, and 
uses creativity, motivation and sound judgment in managing store employees. The Store Manager establishes the first 
impression of the organization for visitors and customers, and provides a high level of customer service, working to ensure 
a positive purchasing experience.   

 
B. ESSENTIAL JOB FUNCTIONS 
 

 Develop plans to build sales and profits in the store, including formulation of pricing policies on merchandise.  

 Direct and monitor store operations with responsibility for opening and closing the store daily. 

 Responsible for the management, training and supervision of store personnel and volunteers to provide a safe work 
environment. Ensure compliance of employees with established security, sales, and performance policies. Performs 
work of direct reports as needed.  

 Maintain inventory of merchandise, reconcile cash with sales receipts, keep operating records, prepare daily record 
of transactions, and deliver deposits to administrative offices daily.  

 Develop and direct a positive customer service environment assuring adequate sales floor coverage to insure high 
level customer relations. 

 Serve as first point of contact for the store by answering phone calls, questions and complaints as appropriate, and 
provide general information about St. Vincent de Paul. 

 Price and stock merchandise as needed and oversee rotation and removal of merchandise from stock routinely. 

 Responsible for maintaining a strict policy of confidentiality and propriety relative to customers, clients, donors and 
volunteers. 

 Maintain a clean, neat and orderly condition in the store daily in compliance with OSHA standards. 

 
 High school diploma or equivalent 
 Demonstrate excellent customer service skills 
 Ability to effectively interact with diverse 

populations 
 Excellent  communication skills – verbal and 

written 

 
 Good computer skills 
 Must be able to stand or walk for extended periods 
 Must be able to lift up to 50 pounds  
 Must be able to pass a drug screen and a 

background check 
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