
  THE OLD BALDY FOUNDATION, INC. 
  And Smith Island Museum of History 
 

GIFT SHOP MANAGER 
(Full Time, hourly, non exempt position)  

POSITION DESCRIPTION 
 
REPORTS TO:  EXECUTIVE DIRECTOR 
    
POSITION SUMMARY: Reports directly to the Executive Director -  Oversees and coordinates customer service, 

merchandising, inventory control, and other related activities for the gift shop. Schedules, 
leads, and oversees the day-to-day activities of support staff and volunteers engaged in 
routine stock management and customer service activities. Provides input into operating 
budgets, policies, and procedures, and provides leadership in the general marketing of the 
Gift Shop. 

 
Gift Shop and Visitor Experience 

1. In charge of the entire chain of product management. This includes all tasks related to the purchasing of 
inventory including attending retail trade shows and constantly researching other avenues for new 
vendors and merchandise. Work closely with vendors during the product design phase. Edits when 
necessary and gives final approval on custom designs. Looks for discounting programs and shipping 
specials to generate greater profit. 

2. Uses Quickbooks Point of Sale software to create and manage inventory including creating items and 
purchase orders, receiving and pricing merchandise, and generating complete receiving vouchers in order 
to pay invoices in a timely manner. Generates reports to analyze sales trends and inventory amounts. 
Constantly monitors inventory quantities and places reorders to ensure on hand quantities. 

3. Assures that gift shop selections are in keeping with Foundation’s mission as required to comply with 
501(c)(3) not for profit status.  

4. Responsible for the accuracy of all inventory information stored in Point of Sale. This includes vendor 
information, quantities, costs, price, description, tax status. Oversees annual physical inventory. 

5. Oversees proper opening and closing procedures including POS End of Day procedures.  
6. Assures the accuracy of all POS transactions cash, check and credit card handling and End of Day drawer 

procedures. 
7. Maintains the gift shop in a clean and attractive manner including regular stocking of merchandise, light 

cleaning, reorganizing for optimal sales. Continuously updates merchandise displays.  
8. Oversees the main desk operations including scheduling and training for volunteers and staff. Orders gift 

supplies as needed such as bags, packing paper, etc. 
9. Handles sales of the Annual Pass program.  
10. Oversees administration of web store and its contents.  In charge of all order fulfillment including packing 

and shipping. 
11. Promotes merchandise items and sales through social media. Works with Development and 

Communications Coordinator to advertise sales and spotlights through printed media and Constant 
Contact. 

12. Organize and rotate merchandise in kitchen, upstairs storage area, and warehouse bay A. Recycle packing 
materials promptly. 

13. Support the Development and Communications Coordinator during events.  
 
All employees will comply with OBF’s policies and procedures. Must be licensed to drive a motor vehicle in the State 
of North Carolina. Must be able to lift up to 50 pounds.   
 
Must work weekends and holidays as directed by the needs of the organization.   
 
RATE OF PAY:  Commensurate with Candidate’s experience  
BENEFITS: A portion of Group Health Insurance 
  Ferry and Parking provided by the Old Baldy Foundation 
  Accrues annual vacation and sick leave per personnel policy. 
  5 paid holidays each year 
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