CITY OF BERESFORD

JOB DESCRIPTION

JOB TITLE – LIQUOR STORE MANAGER
DEPARTMENT – MUNICIPAL LIQUOR STORE
REPORTS TO – CITY ADMINISTRATOR

HOURS WORKED – 40 hours per week
GENERAL PURPOSE:
Performs a wide range of managerial and administrative tasks required to establish and maintain the efficient operation of the City’s On/Off Sale Liquor Store.  The position is responsible for the operating budget, personnel management tasks, employee relations, analysis and evaluation of operations and promoting community relations.  The manager ensures that the liquor store activities, policies and procedures are consistent with those of the city. 
SUPERVISION RECEIVED: 

Works under the general direction of the City Administrator. 

SUPERVISION EXCERCISED: 

Exercises supervision over part-time bartenders and part-time custodial staff.   

ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Follow and administers guidelines established by the City Council and City Administrator.

· Supervise other staff including bartenders and custodial staff.

· Serves as bartender and off-sale sales clerk.

· Complete daily receipt reports, enter invoices in computer to maintain effective inventory control.

· Assist with annual inventory of store.

· Maintain merchandise displays.
· Stock bottle coolers, walk in cooler and stand up coolers.
· Establish training guidelines for all employees
· Coordinate maintenance of all equipment including ice machine, bottle cooler, walk in cooler, reach in coolers, computers, point of sale system, camera security system, furnace, air conditioner, etc., and refers complex repairs to qualified repair personnel.

· Direct and assist in maintenance of the building.

· Regular, consistent attendance is an essential function of the job.

· Attend City Council meetings as needed to provide updates to the Council.

· Update social media accounts on a regular basis

· Promptly informs the City Administrator of any and all matters of major importance related to the operation of the Liquor Store.  Recommends actions with respect to such matters

· Performs other duties and assumes other responsibilities as become apparent or as delegated.

FINANCIAL MANAGEMENT

· Plan, direct, and coordinate financial control

· Develop an operating plan and budget that projects revenues, expenses and profit along with capital expenditures

· Monitor sales and expenditures

· Review and authorize all vendor request for disbursements

· Review and authorize all payroll disbursements

· Determine and maintain appropriate levels of on-hand inventory

· Along with Finance Officer establish policy and procedures for the accounting of sales

· Direct the setting of prices for all merchandise sales to assure attainment of profit margins on a regular basis and as market conditions change

· Supervise the purchase of all product at the best possible price while controlling inventory levels

· Complete daily receipt reports, enter invoices into computer to maintain effective inventory control

DIRECT AND COORDINATE DEVELOMENT PROGRAMS

· Develop and implement operation policies and procedures including customer service objectives, operating plans, advertising strategies, purchase plans, store improvements and layouts.

· Establish and implement procedures to maintain strict compliance of all applicable laws and regulations regarding the sale of alcoholic beverages.

· Determine products and brands to be carried by studying and researching sales trends and customer buying preferences.  Confer with beverage industry consultants on a regular basis.

· Maintain good public relations, resolve any complaints from customers, suppliers and employees.

HIRING, TRAINING OF PERSONNEL, SUPERVISION

· Within established City personnel policies and procedures, participates in the selection process of new departmental employees and recommends hiring of selected individuals.
· Oversees the training and development of each employee.

· Supervise the continued product knowledge education of all liquor personnel

· Establishes and maintains discipline within the staff and establishes a work climate that effectively motivates employees to perform to the best of their abilities.  Handle disciplinary action as per City Personnel Policy.
· Provide updated job descriptions and daily responsibilities for all position in the liquor department

· Provides for the scheduling of all personnel.

SUPERVISE DAILY OPERATIONS

· Oversees and directs the maintenance of data needed for accurate accounting and other operating records:

· Records and balances daily receipts and disbursements

· Checks invoices to catch and correct any errors

· Submits daily cash and sales records

· Checks time cards for accuracy

· Assures point of sale balances at the end of each shift

· Oversee collection of bad checks (NSF, Account Closed, etc.)

· Prepare advertising to ensure effective customer draw, image and return

· Review all daily, weekly and monthly financial and inventory reports

· Implement and supervise internal controls to minimize loss of store assets and inventory

· Supervise physical inventories of liquor operations to ensure proper inventory counts are made and recorded.  Inform City Administrator regarding the timing of inventory activities in the event that elected officials or other staff wish to assist with those efforts.
KNOWLEDGE, SKILLS AND ABILITIES:
· General knowledge of State laws regarding sale of alcoholic beverages.

· Knowledge of basic bookkeeping practices.

· Ability to operate a point of sale system, make correct change, and manage inventory.

· Ability to operate a computer and telephone.

· Ability to work six days per week if needed and be on call and able to come in and respond to problems.

· Ability to read and follow written instructions.

· Ability to operate small hand tools and cleaning equipment.

· Ability to work with others and act in a courteous manor with customers.

DESIRED MINIMUM QUALIFICATIONS: 
· High school diplomas or GED with three plus years of management experience in the bar and or restaurant industry or similar operations.

· Required is an individual who is analytical, possesses sound judgment, able to exercise initiation, possess good oral and written communications skills and has the ability to listen and communicate with the public, staff, Mayor and City Council.

· Proficiency with using computer hardware and applicable software.

· Experience with financial management accounting principles and procedures.

· Demonstrated ability to manager a retail operation as an effective supervisor.

· Extensive knowledge of liquor retailing and product lines sold in liquor stores, and computer assisted inventory maintenance and control.

· Ability to merchandise and display retail products.

· Ability to manage staff to obtain a positive and motivated work environment.

· Ability to proactively greet customers; be friendly, professional, polite and helpful in dealing with customers and employees.  Represent the City in a positive and professional manner at all times.

· Must enforce all store policies and applicable laws.  Be honest and trustworthy.

· Must pass criminal background investigation.

· Must be bondable.
· Must be 21 years of age or older.
PHYSICAL DEMANDS

The physical demands here are representative of those that must be met by an employee to successfully perform the essential functions of this position.

· The employee is frequently required to sit and talk or hear, use hands to finger, handle or feel objects, tools or controls; and reach with hands and arms.

· Considerable ability to use large motor skills which include standing and walking

· Considerable ability to use fine motor skills to manipulate objects requiring manual dexterity.

· Physical strength to lift/carry/move moderately heavy cases (minimum of 50 pounds), of merchandise frequently, move kegs (minimum of 65 pounds) stock shelves/coolers and assist customers with carryout and other lifting or moving as required for the position.

Requires occasional work in a cooler, requires frequent bending, twisting, and fingering.

Specific vision abilities required by this position include close vision, distance vision, peripheral vision and ability to focus as it relates to such tasks as reading, processing paperwork, overseeing public activities, computer deskwork, etc.   

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to individuals with disabilities to perform the essential functions.  

The noise level in the work environment can be quiet to loud. 

SELECTION GUIDELINES

Formal application, rating of education and experience; oral interview, background check, driving record check, and reference check; job related tests may be required.  

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them form the position if the work is similar, related or a logical assignment to the position.  

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer at the needs of the employer and requirements of the job change.   

Approval:___________________________

Approval:__________________________
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