
 

 

 
SAUDER VILLAGE - JOB DESCRIPTION 

 

Job Position:  Retail Manager 
Hours:  Full-time, hourly 
 
Primary Function 
Responsible for the daily operation of Sauder Village retail operations, including the Quilt Shop, 
General Store, Gift Shop, and Main Street Confections. Directs inventory control, 
merchandising plans, profit maximization, staff supervision, and excellent customer experiences. 
  
 
Essential Functions (Responsibilities) include the following. Other duties may be assigned. 
 
1. Provide exceptional guest experiences, establishing rapport with customers to understand service 

requirements. Optimize service to enhance customer loyalty. 
2. Serve as the first point of contact for problems that arise requiring management assistance. 

Address customer feedback with professionalism. 
3. Schedule & supervise employees and volunteers, providing mentorship to optimize productivity, 

increase sales, and ensure the Sauder Village brand expectations are met. 
4. Facilitate ongoing staff training on merchandise, managing sales transactions, and customer 

service. 
5. Work within budget parameters while maintaining appropriate inventory. 
6. Maintain inventory by assessing the market, evaluating pricing, negotiating contracts, ordering 

products and keeping accurate records. 
7. Define and implement a creative visual merchandising strategy, producing eye-catching visual 

displays that reflect current buying trends. 
8. Manage relationships with existing and prospective suppliers. 
9. Achieve financial objectives by preparing annual budgets, developing pricing, projecting and 

analyzing sales, and monitoring sales trends. 
10. Protect against loss via monitoring product position and staff training. 
11. Communicate effectively with guests, team leaders, management and coworkers of all areas in 

Sauder Village to ensure for smooth operations and quality guest experiences. 
12. Support the Historic Village staff with events. 
13. Coordinate with Marketing & Sales on special promotions.  
14. Work with other complex businesses on sales of gift items and other guest amenities. 
15. Keep the safety of guests, staff, and self a priority. 

 
 

 
Skills, Requirements, and Conditions. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the above essential functions. 
 
1. Experience as a retail manager or other managerial position required. Post secondary degree in 

business, marketing, sales, or related field preferred.  
2. Commitment to providing exceptional guest experiences. 
3. Reliable, enthusiastic, and trustworthy team player. 
4. Reflects and advocates for the mission, purpose, goals and values of Sauder Village. 
5. Experience in retail management, preferably in the quilting/textile industry. 
6. Knowledge of current market trends, particularly in the quilting/textile industry. 
7. Exceptional organization, strategic planning, and leadership skills. 
8. Strong sense of style and aptitude for merchandising. 
9. Ability to direct a team effort and promote a positive work environment.  



 

 

10. Familiarity with data analysis and customer traffic principles. 
11. Experience in sales, creative merchandising, inventory management, and customer relations. 
12. Excellent communication and interpersonal skills.  
13. Strong computer skills, including retail management software. 
14. Physical skills include, but are not limited to, frequent standing, sitting, bending, and lifting. 
15. Complete training programs on leadership, communication, customer service, and others as 

appropriate. 
16. Work as needed including some evenings, weekends, and holidays, and serve on an on-call basis.  
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