Assistance League® of the Triangle Area





  POSITION DESCRIPTION

Title of Position:     Antiques to Zippers Thrift Shop Manager
Brief Statement of Chief Objective(s) of Position:

The manager shall be responsible for all day-to-day operations of the Thrift Shop
Identify Specific Tasks of this Position:

Establish a committee, organize and develop annual goals and activities with a timeline for the committee
Identify the management team, which is responsible for the day-to-day activities of the Thrift Shop; Appoint a vice chair and secretary of the management team

Meet as needed, with managers and committee to plan, adjust and explore new ideas and ventures

Compile and maintain a Thrift Shop Manual that covers policies, job descriptions and other necessary information for members and non-members volunteering at

the Shop; Ensure all volunteers complete the Thrift Shop Orientation prior to volunteering
Evaluate the success of the Thrift Shop and make changes as needed

Shall receive two copies of the Non-member Volunteer Application Form and submit one copy to the appropriate program or person responsible for the non-member volunteer and give second copy of form to VP Membership to file

Submit Thrift Shop non-member volunteer hours to Placement at the end of each month

Submit budget projections to the V. P. Resource Development, who will submit to the Finance Committee; Review expenditures quarterly or as needed
Serve on the Finance Committee 
V.P. Resource Development serves on this committee

Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training 

Attend Board Meetings




No


Present Monthly Reports at Board Meetings   
No   Submit to 

                                                           V.P. Resource Development to submit to Board                                          Present Monthly Reports at Regular Meetings  
           Yes

 
 

Completion of Annual Report


           Yes 


Submit to: V. P. Resource Development; place a copy in Thrift Shop procedure book
Identify Position that Supervises/Directs this Position’s Activities:

 V. P. Resource Development  
List Qualifications that Complement Fulfilling the Responsibilities of this Position:

     Business background        Basic computer skill

     Leadership skills               Budgeting ability          

Date of Completion     1/12



Date of Revision 

Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

