PACIFIC WHALE

Regional Manager & Retail Buyer

Job Description
SUMMARY

The Retail Buyer works at the direction of the Chief Financial Officer and is primarily
responsible for planning and selecting a range of products to sell in Pacific Whale Foundation
retail outlets as ratified by the Product Review Committee, and is responsible for accurate data
and smooth operations of the Retail and Internet Stores.

GENERAL RESPONSIBILITIES

The Regional Manager & Retail Buyer sources new merchandise and reviews existing
products to ensure product mix remains competitive. By fully understanding customer
needs, Regional Manager & Retail Buyer is able to maximize profits and provide a
commercially viable range of merchandise at competitive prices. Keeping up to date with
market trends and reacting to changes in demand are key elements of this job.
Additionally, Regional Manager & Retail Buyer is responsible for all aspects of the smooth
operations of the Retail and internet stores, developing and communicating standard
operating procedures, and providing a clean, safe and productive work environment while
maximizing sales.

Essential Duties
e Analyze consumer buying patterns and predicting future trends;
Review performance indicators, e.g. sales and discount levels;
Manage plans for stock levels;
React to changes in demand,;
React to changes in logistics;
Meet suppliers and negotiating terms of contract;
Maintain relationships with existing suppliers and sourcing new suppliers for future

products;

e Liaise with other departments within the organization to ensure related retail projects are
completed;

e Attend trade fairs, in Hawaii and the mainland, to select and assemble a new collection of
products;

e Participate in promotional activities and works with Marketing Department to develop
sales and advertising programs for merchandise;

e Write reports and forecasting sales levels on a weekly and monthly basis;

e Present new products and offerings to Product Review Committee;

e Manage plans for stock levels & creating buying plan within budget parameters provided
by management and / or Product Review Committee

e Liaise with retail personnel to ensure product/collection supply meets demand;

e Seek merchandise feedback from customers;

e Manages timely entry and maintenance of purchase orders and final orders.

e Track the status of requisitions, contracts, and orders.
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e Advise store managers regarding display and merchandising.

e Contact suppliers in order to schedule or expedite deliveries and to resolve shortages,
missed or late deliveries, and other problems.

Assure products purchased must meet or enhance Pacific Whale Foundation’s mission.
Develop and communicate Retail standard operating procedures

Manage and mentor store managers and Adventure Photo manager

Oversee cash handling and receiving procedures

Direct store managers with regard to physical inventory count and cycle counts

PREFERRED QUALIFICATIONS

Education/Experience:

e Must have a bachelor’s degree and minimum of 2 years work experience in retail buying,
or any combination of education and experience which would provide the necessary
knowledge, skills and abilities to meet the minimum qualifications to perform the
essential functions of this position.

e Minimum of two years of experience with Retail Inventory POS Computer System
preferred.

Knowledge/Skills/Ability:
e Ability to bend and safely lift up to 40Ibs to a height of 4 feet and carry that amount 20
feet in distance.

e Sufficient manual dexterity to safely use a box cutter, to handle and push a broom, to
receive merchandise, and to transport merchandise out to the sales floor.

e Excellent Customer service skills.

e Computer skills required: POS, and inventory management software, Excel, MS Word.
e Good organizational skills and time management.

e Outstanding interpersonal and communication skills.

e Ability to work a flexible schedule, including some nights and/or weekends

e Strong work ethic.

e Ability to work in a fast paced, team environment.

e Must be able to maintain and project a positive attitude in a dynamic and demanding
work environment.

Pay: Negotiable
Status: Full Time, Salary
Working Hours: 8:30 AM to 4:30 AM

The above information on this description has been designed to indicate the general nature and level of
work performed by an employee in this classification. It is not to be interpreted as a comprehensive
inventory, or all duties, responsibilities, and qualifications of employees assigned to this job.
Management has the right to add to, revise, or delete information in this description at any time.

Pacific Whale Foundation is an Equal Opportunity Employer. Reasonable accommodations will be made
to enable qualified individuals with disabilities to perform the essential functions of this position.
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