DIRECTOR - BOOKSTORE
ABOUT THE POSITION
Under the direction of the Vice President of Administrative Services, plan, organize, control and direct the multi-faceted, retail, service oriented Bookstore and convenience store operations; provide essential and supportive products and services to meet the current and future needs of students, faculty and staff; operate the enterprises in a manner to provide financial support to the District. 

REPRESENTATIVE DUTIES 
Plan, organize, direct and evaluate the operation of a high volume, multi-faceted, retail service-oriented Bookstore and convenience store operation; develop department goals and objectives; assure compliance with District, State and Federal laws, rules and regulations; select, train and evaluate staff, casual and student workers.

Develop, prepare and manage annual budgets; analyze and review budgetary and financial data; control and authorize expenditures in accordance with established budget.

Provide financial support to the District; establish and administer budget, pricing structure and margin of profit, merchandising strategy, physical layout, marketing and advertising activities; establish fiscal procedures and ensure accountability of related financial transactions.

Develop goals and objectives and provide leadership and guidance to professional staff.

Develop and implement procedures and guidelines for store computers;  point-of-sale cash terminals, textbook management system, accounts receivable, accounts payable, electronic banking, Book Loan Programs and insufficient fund checks. 

Develop Bookstore/convenience store  operating policies, practices and procedures for clerical, cash handling, purchasing, shipping & receiving, stocking, storage, pricing, returns, marketing and 
selling of course books, custom publishing, reference, trade and general reading books, supplies, computer software and promotional activities.

Supervise and evaluate the performance of assigned personnel.

Coordinate, supervise and monitor vendor relations, copyright laws, loan and grant programs from State and Federal agencies.

Direct and coordinate State, Federal, and on campus Book Loan Programs; interact extensively with counselors; monitor compliance of agencies approved materials, tax status, billing and audit regulations and requirements; monitor database, line item transactions, preparation of invoices and payments.

EDUCATION AND EXPERIENCE

Any combination equivalent to: a four year degree in accounting, business administration or related field and five years increasingly responsible experience in the administration of a bookstore.  Experience with retail accounting, inventory systems, and knowledge of computer-based textbook management is highly desirable.  College bookstore experience preferred.

LICENSE REQUIREMENT
Valid California driver's license. 

ANNUAL SALARY RANGE

$88,843 - $100,002 
CONDITIONS OF EMPLOYMENT

This full-time, twelve-month classified management position is subject to a probationary period.  Employment is dependent upon satisfactory employment verification, fingerprint check, and tuberculosis examination.  Selected candidate must provide identification and work authorization.

BENEFITS PACKAGE

The District has a diversified medical, dental, vision and life insurance programs.  Dependent coverage is available toward which both the college and the staff member contribute.

Excellent fringe benefits include eight paid 32-hour work weeks during June, July and August and liberal vacation and holiday package.  Paid sick leave is granted equal to one day for each month of service and can be accumulated indefinitely.  Staff members contribute a percentage of their monthly salary to the State Teachers Retirement System (STRS) or Public Employees’ Retirement System (PERS) and, where applicable, to Social Security.

ABOUT EL CAMINO COLLEGE
Situated on a beautiful and spacious 126-acre campus in Torrance, California.  El Camino College boasts a curriculum of 850 highly regarded academic and career programs taught by exceptional faculty.

El Camino College offers many outstanding features including:

· One of the leading transfer institutions in Southern California.

· Over 25,000 students enroll each semester

· Transfer agreements with most four-year universities

· Flexible scheduling

· Ranked among the largest single-campus two-year college in the nation

· Conveniently located 

· Outstanding community education programs

· Over 80 highly acclaimed career programs available

The El Camino Community College District is committed to providing equal employment and educational opportunities for all individuals, regardless of race, color, ancestry, religion, gender, national origin, marital status, sexual orientation, handicap, age and Vietnam-era status.

TO APPLY:

Position is open until filled.         Please submit a District application for classified employment, a cover letter and resume, and at least three professional references by 4:30 p.m. on Monday,
May 21, 2007 will be part of the first initial review. 

Faxes and postmarks will not be honored.  All documents submitted become the property of the District and will not be returned. Official transcripts must be provided prior to final selection. Limited reimbursement may be available for candidates selected for FINAL interview. 
ADDRESS APPLICATION AND INQUIRIES TO:
El Camino Community College District  - Human Resources Office 

Administration Bldg., Room 217, 16007 Crenshaw Boulevard, Torrance, CA 90506 

(310) 660-3809 Job hotline

For additional information and application materials, please visit our website at www.elcamino.edu                                
[Click on “quicklinks” and select “jobs@ecc” then select administrative/supervisory positions”.]
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EL CAMINO COMMUNITY COLLEGE DISTRICT  

CLASS TITLE:  DIRECTOR-BOOKSTORE

BASIC FUNCTION:

Under the direction of the Vice President of Administrative Services, plan, organize, control and direct the operation of a multi-faceted, retail service oriented Bookstore; provide essential and supportive products and services to meet the current and future needs of students, faculty and staff; operate the Bookstore in a manner to provide financial support to the District; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

Plan, organize, direct and evaluate the operation of a high volume, multi-faceted, retail service-oriented Bookstore; develop department goals and objectives; assure compliance with District, State and Federal laws, rules and regulations; select, train and evaluate staff, casual and student workers.

Develop, prepare and manage annual budget for the Bookstore; analyze and review budgetary and financial data; control and authorize expenditures in accordance with established budget.

Operate the Bookstore in a financially sound manner; provide financial support to the District; establish and administer budget, pricing structure and margin of profit, merchandising strategy, physical layout, marketing and advertising activities; establish fiscal procedures and ensure accountability of bookstore financial transactions.

Develop Division goals and objectives and provide leadership and guidance to professional staff.

Direct and maintain the operation of complex computer LAN hardware and software network and database management system; purchasing, receiving, returns, textbook buyback, point-of sale cash terminals, student loan programs, FM radio based inventory system, bar-code scanning, and SBT accounting systems; work with professional software personnel; implement new database programs. 

Develop and implement procedures and guidelines for computers; point-of-sale cash terminals, textbook management system, accounts receivable, accounts payable, electronic banking, Book Loan Programs and NSF checks. 

Develop operating policies, practices and procedures for clerical, cash handling, purchasing,

shipping & receiving, stocking, storage, pricing, returns, marketing and selling of course books,

custom publishing, reference, trade and general reading books, supplies, computer software and promotional activities.

Direct and oversee contract administrations; custom publishing, buyback activities, security cameras, computer hardware and software, publishers and vendors.

Direct the preparation and maintenance of a variety of narrative and statistical reports, records and files related to assigned activities and personnel.

Provide support and motivation to support staff within the bookstore to coordinate the use of technology to provide increased service to customers.

Communicate with other administrators, personnel and vendors to coordinate activities and programs, resolve issues and conflicts and exchange information; attend and conduct a variety of  meetings.

Develop and manage daily and long term goals of a high pressure environment; analyze and monitor sales and inventory levels, determine and meet changes in marketing and technology to meet customer needs.

Evaluate and approve purchases and oversee maintenance of operational equipment and supplies; develop procedures, coordinate and audit annual physical inventory of retail store.

Approve and sign purchase orders, invoices, checks, daily cash and banking reports and other documents; coordinate and approve special event selling on campus of outside vendors.

Direct and approve all advertising, promotional and income generating activities.

Review, coordinate and direct building maintenance and custodial functions.

Coordinate, supervise and monitor vendor relations, copyright laws, loan and grant programs from State and Federal agencies.

Direct and coordinate State, Federal, and on campus Book Loan Programs; interact extensively with counselors; monitor compliance of agencies approved materials, tax status, billing and audit regulations and requirements; monitor database, line item transactions, preparation of invoices and payments.

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of the Bookstore.

Budget preparation and control.

Principles and practices of retail operations, cash management, business management and

customer relations.

Sources and suppliers of textbooks, trade and reference books, software and general merchandise.

Merchandise systems and controls.

Merchandising and promotional advertising and display.

Oral and written communication skills.

Principles and practices of administration, supervision and training.

Development of policies and procedures

Applicable laws, codes, regulations, policies and procedures.

Computer-based inventory management system and networking; assigned software 

including point-of-sale and textbook management systems.

Course book and general book operations.

Textbook buyback; returns; shipping methods and policies.

Physical inventory procedures and auditing. 

ABILITY TO:

Plan, organize, control and direct the operations of the Bookstore.

Operate the Bookstore in a financially sound manner.

Ability to quickly learn the campus organization and applicable operations, policies and procedures.

Supervise and evaluate the performance of assigned staff. 

Prepare, review and analyze budget and financial records. 

Demonstrate interpersonal skills using tact, patience and courtesy.  

Control and maintain inventory of textbooks and other bookstore merchandise.

Forecast and analyze sales and merchandise trends.

Communicate effectively both orally and in writing.

Interpret, apply and explain rules, regulations, policies and procedures. 

Establish and maintain cooperative and effective working relationships with others.

Understand and operate a computer network in a retail environment and other office equipment. 

Analyze situations accurately and adopt and effective course of action. 

Work independently with little direction; meet schedules and time lines.

Plan, organize, coordinate and communicate work direction to staff. 

Prepare comprehensive narrative and statistical reports. 

Direct the maintenance of a variety of reports and files related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: a four year degree in accounting, business administration or related field and five years increasingly responsible experience in the administration of a bookstore.  Experience with retail accounting, inventory systems, and knowledge of computer-based textbook management is highly desirable.  College bookstore experience preferred.

WORKING CONDITIIONS:

ENVIRONMENT:

Retail and office environment.

PHYSICAL ABILITIES:

Hear and speak to exchange information and make presentations.

See to read a variety of materials.

Dexterity of hands and fingers to operate a computer keyboard.

Use legs, arms and back to lift and/or carry items.

Administrative Salary Range:  11

Board Approved:  October 20, 1997
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