
 

 

 

 

 

 

 

 

 

 
 
 

Store Merchandising Manager 
 
Position: Store Merchandising Manager 
Reporting: Part of Store Leadership Team, reports to Executive Director 
Hours: Hourly 
 
Responsible for managing all back of store operations. Oversees processing 
clothing donations, tracking inventory needs and supervising backroom 
volunteers. The Merchandising Manager is part of Store Leadership Team and 
works closely with the Shopping Manager to create a thriving, efficient and 
positive environment to achieve the Clothes To Kids mission, vision and 
values.   
 
Job Skills  

 Leadership: Keep backroom volunteers trained, engaged and 
motivated, resolve conflicts and make decisions 

 Time Management: Work with and train backroom adult and youth 
volunteers, manage and maintain inventory, greet donors, stock and 
maintain high quality merchandise on store floor for shoppers   

 Budgeting: Work with Shopping Manager to maintain Store monthly 
and yearly budget 

 Organization: Help recruit new volunteers and be a good judge of the 
talents of an individual to best advantage of overall task, ability to solve 
problems as they come up to maintain an organized, efficient 
backroom 

 Computer able with word, excel, adobe, shopping database  
 
Manage and Maintain Incoming Inventory 
1. Monitor deliveries and record in-kind donations and clothing drives in 

designated notebook 
2. Manage storage of large donations, warehouse as needed 
3. Supervise and train sorters and other backroom volunteers and 

Merchandising Associates 
4. Check and empty outside donation bin 
5. Coordinate volunteer couriers for deliveries to other stores and pick ups for 

retail store donations 
 
Coordinate Backroom Procedures 



 

 

 

 

 

 

 

 

 

1. Sorting 
2. Tagging   
3. Restocking  
4. Maintaining inventory 
5. Mending 
6. Laundry 
7. Selecting of Extras 
8. Take our trash to big dumpster 

 
 
 
 
Volunteers 

1. Understand volunteer positions and train adult and youth volunteers 
for                    backroom tasks 

2. Schedule all backroom volunteers, adults and youth 
3. Develop good relationships with volunteers 
4. Log youth volunteer hours and oversee recruitment and scheduling 

their school volunteer requirements   
 
Store Floor 
1. Restock daily 
2. Organize and straighten 
3. Quality checks 
4. Seasonal changeovers  
5. Select items for “Extra” area and work with Shopping Manger to restock 

and maintain this area of the Store  
 
Timesheets 
1. Submit bi-weekly timesheets to Executive Director 
2. Report hours of Merchandising Associates to Executive Director 
 
Budget and Clothing Inventory 
1. Work closely with Shopping Manager to develop relationships and 

accounts with suppliers for purchasing clothing items and other inventory 
needs 

2. Work closely with Shopping Manager and develop plan to purchase 
clothing items as needed, including underwear, socks, uniform tops and 
bottoms, shoes, and other opportunity clothing buying in critical areas 
within the annual Store budget 

3. Order backroom supplies (eg. tags, hangers) as needed 



 

 

 

 

 

 

 

 

 

 
Cross-Trained on Shopping Database 
1.  Able to do basic tasks on Shopping Database, including making 
appointments and checking schedule  
2.  Able to fill in for Shopping Manager 
 
 
 

 
    


