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Open Job Position - Part time Boutique Manager

12 – 18 Hours per Week – Starting $10/hour
(Tues. 2:30 – 7:30; Wed 9:00 – 4:30; one or two Sat/month 8:00 – 4:30)
Title:  Daily Manager, Partners In Care Boutique
Reports To:  CEO
Based at:  Partners In Care, Pasadena, MD 

Job Purpose:  To coordinate and oversee the daily activities of the Boutique resale shop so as to support the major program fundraising project, develop community support for the project , and nurture a membership pool of volunteers that actively supports the time exchange concept and helps older and disabled adults to remain independent in their own homes.

Key Responsibilities:  

1.  Recruit, train, and manage Boutique volunteers, including daily communication regarding current issues, assignment of tasks so that daily priorities are accomplished, and documented annual training of Boutique members, assuring that they have an understanding of the Boutique’s processes and the program’s services and parameters.

2.  Manage all sales data, including tracking of sales slips and itemized charges, and tabulation and disposition of daily bank deposits.
3.  Manage the physical Boutique space to promote sales, including placement of merchandise, changing displays, rotating storage items, and maintaining a clean and organized selling and processing area. 

4.  Communicate, network, and negotiate internally and externally to facilitate sustainable relationships which support the work of the Boutique.
5.  Participate in planning activities regarding daily operations and special events planning.
6.  Attend training to develop relevant knowledge and skills.

7.  Adhere to the procedures of Partners In Care, including health, safety and anti-discrimination policies.

Job Skills:

The candidate should have an interest in the Partners In Care program and experience in working with volunteers, community groups, customer service, and/or diverse populations.   The candidate should be self-motivated and be comfortable in a dynamic work environment.  Flexibility in scheduling is necessary.  This job requires moderate physical activity (ability to lift forty pounds).  Ability to work with Microsoft Office computer applications and retail experience/knowledge is required.  
Send resume/letter of interest to: Barbara Huston, Pres/CEO, Partners In Care Maryland,                6 Ritchie Highway, Pasadena, MD  21122
