
 
 

Bookstore Manager III 
Job Vacancy Announcement 

 
JVA #:    2017-01 
 
DEPARTMENT:   BSC Bookstore 
 
POSITION CLASSIFICATION:  Classified, Exempt, Full-time.  Pay Grade 19, starting salary of 
$37,613. 
 
POSITION SUMMARY:  Reporting to the Vice President of Financial and Administrative Affairs, this 
position directs all college bookstore operations, including:  budget oversight and financial goals, 
fostering high customer service/satisfaction levels, effective retail operations, employee supervision and 
training, and vendor relations at BSC bookstore locations (currently in Bluefield and Beckley areas).  
 
CORE RESPONSIBILITIES: 
• Establishes and implements short- and long-range goals, objectives, and operating procedures for the 

BSC bookstore operations.  Monitors and evaluates programmatic and operational effectiveness.  
Prepares annual budget estimates and analyzes store financials to determine store and department 
performance relative to financial goals.  Provides reports to supervisor on a regular basis.  
Coordinates all seasonal promotions and buying periods for entire year.  Recommends adjustments 
relative to unfavorable categories.  Manages cash procedures, payables and receivables using relevant 
technology effectively and efficiently.   Ensures timely, accurate and prompt payment and 
reconciliation of financial operations in accordance with college policy and procedure. Responsible 
for all daily bookstore operations at multi locations. 

• Engages bookstore staff to interface with customers, faculty, staff, students, parents, alumni, 
administrators, vendors, and others to exchange information and provide excellent customer service in 
a professional and courteous manner.  Addresses inquiries and effectively resolves complaints.   

• Oversees all aspects of textbook ordering, receiving and pricing. Submits book order request. Ensures 
the book list is prepared in a timely manner, and posted on BSC Bookstore web site by the first day of 
pre-registration.  Ensures that timely returns are made on overstocked and new edition textbooks. 
Processes all credit memos by requesting, check, credit card refund or using on an open invoice. 
Coordinates all used book buy backs at Bookstore locations. Internally responsible for the accounts 
receivable of all bookstore authorizations and placing holds on (EBA) Emergency Book Assistance 
Authorizations that are outstanding and releasing holds as they are paid. 

• Responsible for regular and seasonal merchandising operations and related documentation, including 
the purchasing of all clothing, gift items and supplies, meeting with vendors, and approving art for 
BSC branding correctness.  Negotiates effectively with vendors to provide the highest level of 
services and quality products at the lowest prices.  Plans accordingly to conduct specials sales and 
promotions.  Approves and analyzes store markups, markdowns and write-offs to achieve goals while 
ensuring compliance with college guidelines.  Works collaboratively and proactively to support BSC 
programs and events via bookstore retail operations.  Responsible for the efficient operation of the 
online Bookstore, Booklog (Point of Sale System), and the Textbook Management Systems at all 
Bookstore locations. 



• Responsible for performance management of assigned staff.  Ensures expectations are clear, well 
communicated, and relate to the goals and objectives of the unit.  Supervises personnel, provides 
professional development and training, ensure the requirements of the performance planning and 
evaluation system are met and evaluations are completed by established deadlines.  Establish 
Bookstore hours and staffing as may be appropriate, including staffing for peak periods and 
evening/weekend events. 

• Perform special projects.  Conduct research regarding retail operations, stay current in bookstore 
trends and technologies, and make recommendations for improvements.  Participate on committees as 
assigned.  Travel to and from various bookstore locations as needed.  Perform other duties as 
assigned. 

MINIMUM REQUIRED QUALIFICATIONS:   Bachelor’s Degree required, preferably in business 
administration, accounting, or related field from an accredited institution.  A minimum of four years of 
experience in each of the following areas is required:  Merchandising and Marketing/Retail experience, 
preferably at the supervisory level; Accounting/Financial Management and/or Budget Experience.  A 
minimum of two years of experience in each of the following areas is required:  Point of Sale and 
inventory systems, supervisory experience; and current computer experience. Knowledge of 
merchandising required, with special attention to the requirements of college stores preferred. 
Demonstrated understanding of accounting and inventory principles and procedures. Ability to resolve 
problems in an appropriate manner. Advanced organizational and time management skills with 
demonstrable ability to establish priorities, handle multiple tasks simultaneously under time constraints, 
with competing deadlines, conflicting demands, frequent interruptions and produce accurate, detailed 
work within established timeframes and budgets, and complete overall goals/objectives. Excellent written 
and verbal communication skills and ability to communicate effectively with diverse populations.  Must 
maintain a valid Driver’s license.  Preferred Qualifications:  Experience with customer outreach 
promotions to generate sales for all product lines within the bookstore.  Retail data analysis experience. 
 
THE COLLEGE:  The mission of Bluefield State College is to provide students an affordable, 
accessible opportunity for public higher education. A historically black institution, Bluefield State 
College prepares students for diverse professions, graduate study, informed citizenship, community 
involvement, and public service in an ever-changing global society. More information about the College 
is available at www.bluefieldstate.edu. 
 
APPLICATION PROCEDURE: Complete applications to be submitted in electronic format only to 
humanresources@bluefieldstate.edu and must include:  

1. Letter of interest specific to the position;  
2. A completed BSC Employment Application (form available at 

https://www.bluefieldstate.edu/jobs);  
3. Resume/CV; 
4. Contact information for at least three professional references; and 
5. Transcripts (unofficial transcripts are acceptable for the application process; official transcripts 

will be required of the selected candidate). 
 
DATE POSTED:   January 12, 2017 
 
CLOSING DATE:   Position is open until filled.  A review of applications will begin immediately.  For 
full consideration, applications must be received by close of business (4:00 p.m. EST) February 3, 2017.  
 

Bluefield State College is an HBCU, AA/EOE/ADA employer; committed to the principle that minorities, women, 
veterans, and individuals with disabilities are encouraged to apply. The college complies with all applicable federal and 
state laws designed to promote equal educational and employment opportunities. Bluefield State College does not provide 

employment sponsorship. 
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