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Position Announcement
Accounting Technician


 





Position: College Store Manager				Status: Full Time/Exempt

Location:  Waycross

Qualifications:
Associate degree in accounting, computer information systems or marketing *and* one (1) year of experience in a retail setting which included one or more of the following duties: inventory, ordering and receiving, stocking and/or corresponding with vendors. Note: Experience may substitute for the degree on a year-for-year basis

Responsibilities:

The College Store Manager will perform a variety of duties to include:

1. Manages day-to-day operation of the College Store.
2. Coordinates with appropriate personnel to obtain textbook changes to ensure receipt prior to start of semester.
3. Order text books, supplies and other items by following established procedures for procurement.
4. Check shipping invoices and merchandise received to verify correct quantity, description and/or price.
5. Coordinates and monitors daily work schedule for bookstore staff to ensure adequate staffing levels during peak times.
6. Supervises the daily collection and balancing of point of sale receipts from all bookstore sales.
7. Suggests and coordinates the implementation of sales and other promotional activities to increase daily sales and community awareness.
8. Conducts physical inventory of textbooks, supplies and other items for sale as scheduled. Reviews and analyzes inventory reports. 
9. Maintains knowledge of assigned program area and gives updates to management on services, operations and projects.
10. Monitors shrinkage and implements appropriate safeguards to reduce as necessary.
11. Coordinates the buying back of books, establishes book prices and distributes lists to students and instructors.
12. Maintains and reconciles the purchasing card for the College Store.
13. Evaluates employees at scheduled intervals upon reviewing of all relevant information.
14. Conducts regular evaluation of services provided and adjusts as needed.
15. Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior.
16. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
17. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
18. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
19. Accepts direction and feedback from supervisors and follows through appropriately.
20. Participates in required staff development activities.
21. Performs other duties as assigned by the Director of Accounting.

The College Store Manager will be required to work with employees of Coastal Pines Technical College, as well as, the public in a professional and courteous manner and will be required to maintain the confidentiality of information.

Application Deadline:
Position open until filled. The interview process will begin immediately.

Salary/Benefits:
$40,000 - $42,000 annually. Salary will be determined in accordance with guidelines established by the Technical College System of Georgia. Benefits include the State of Georgia Flexible Benefits Program, State of Georgia holidays, and annual/sick leave. 

To be considered for this position, submit a resume, letter of interest, and online employment application on our Job Opportunities website www.coastalpines.edu. Official transcripts must be on file prior to interviews. Applicants must state in the letter of interest the position for which they are applying.  Incomplete applications will not be considered.  Final candidate will be required to successfully meet the requirements of the TCSG Background Investigation Policy and Credit History Report.



	
Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual's age, color, disability, genetic information, national origin, race, religion, sex, or veteran status ("protected status"). The following persons have been designated to coordinate the College's implementation of non-discrimination policies: Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia eharris@coastalpines.edu 912.287.4098; titleix@coastalpines.edu ADA/Section 504 Coordinator, ada@coastalpines.edu  
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