
Honest Weight Food Co-op

Wellness Department Manager

Overview:
Manage the Wellness Department. Oversee purchasing, receiving, merchandising, and stocking of the Wellness department.  Provide supervision and leadership to staff and members workers. Maintain purchasing records, and department standards. Meet goals for sales, margin, payroll and inventory turns. Ensure the continuing education of Wellness staff.

Reports To:
Leadership Team

Status:
Full Time Salaried 40+ hours

Customer Service: 

Provide exemplary customer service by being fully present in the moment of each transaction, giving each customer your full and respectful attention.

a. To model the highest level of customer service towards all customers.

b. To establish customer service as a first priority.

c. Answer customer questions and/or complaints completely and courteously, or take the questioner to the appropriate person who will provide the answer.

d. Assist customers with Wellness questions and special orders.  Offer samples and suggestions for purchase in a friendly, courteous manner.

e. Promote membership to non-members.

f. Provide a welcoming atmosphere for member workers.

Professionalism: 

Treat each person you encounter in the performance of your job respectfully and with consideration, being as helpful as you can.

Job Responsibilities:

I. Purchasing:

a. Negotiate with suppliers, brokers, and sales representatives for best prices, terms, quality and delivery.

b. Use category management and SPINS through the National Cooperative Grocers Association programs to ensure the best product mix possible.

c. Purchase products following co-op guidelines and Product Manual

d. Make an effort to include local and fair trade artisans and vendors whenever possible.

e. Research new or alternative sources of supply.

f. Add/drop items within existing product lines with input from customers/members and staff.

g. Recommend sales and margin goals for department in conjunction with the Finance Manager.
h. Check competition periodically to ensure strategic pricing.

i. Participate in all scheduled inventories.

j. Attend trade shows for purchasing deals and continuing education.

II. Receiving:

a. Ensure that product is checked for damage and quality.  Return unacceptable items.  Ensure credit from suppliers where applicable.

b. Check to verify piece count and prices.

c. Sign for deliveries with appropriate adjustments to invoices.

d. Review invoices for accuracy, code in to appropriate department categories, total by department, and pass to Finance Department for payment in a timely manner.

III. Merchandising:

a. Plan and implement attractive displays with assistance from the Marketing/Merchandising Coordinator as needed.

b. Ensure that displays and shelves are cleaned, replenished and rotated.

c. Establish and maintain a periodic demo program in conjunction with the Education Coordinator.

d. Price to achieve margin goals and maintain competitive price image.

e. Use category management to maintain an interesting, exciting product mix; move slow movers to special order only.

f. Maintain accurate PLU/UPC data in the POS system and on signage.

g. Mark down items as needed to reduce losses.

h. Provide product information for newsletter, promotions, and customer inquiries.

i. Ensure that the department has clear, attractive signs, in conjunction with the Marketing/Merchandising Coordinator.

j. Work with Marketing/Merchandising Coordinator and other Department Managers to set up a cross-merchandising program.  

k. Set preparation and stock priorities for staff and member workers.

l. Assure compliance with FDA regulations.

IV. Department Maintenance:

a. Maintain department equipment in working order, report problems promptly to the Facilities Coordinator, budget for replacement and recommend new equipment purchases.

b. Regularly oversee the proper cleaning of displays, surfaces and equipment according to the Department of Health standards.

V. Personnel:
a. Interview and hire applicants for department positions as needed according to HWFC guidelines.

b. Develop performance standards for hired staff and member workers.

c. Ensure staff and members are complying with FDA guidelines for information dissemination.

d. Conduct timely evaluations of staff and member workers according to HWFC policies.

e. Supervise staff and member workers; assign tasks as necessary.

f. Schedule hours within payroll budget.

g. Conduct regular department meetings.

h. Provide on going training to staff and members to keep up with the changes in the Wellness department and to enhance staff and member workers ability to serve customers in the department.

i. Maximize the use of member workers in Wellness Department staffing.

j. Train all staff and member workers in the proper handling of products and department cleaning procedures.

k. Train and supervise staff in lifting procedures.

l. Ensure on-the-job training for hired staff and member workers.

VI. General:
a. Maintain HWFC membership in good standing.

b. Be prompt in scheduled start times.

c. Attend and participate in Collective Management Team meetings.

d. Attend All Staff meetings when possible.

e. Attend Merchandising meetings.

f. Work with Collective Management Team to establish goals for labor and department; develop annual labor budget according to established productivity, labor and cost goals.

g. Work with Collective Management Team to develop annual operating budget and equipment needs.

h. Perform all other duties as assigned by the Collective Management Team.

Qualifications:

· Strong knowledge of vitamins, supplements, homeopathics, herbs and body care products preferred.

· Friendly, courteous, outgoing with excellent customer relations skills.

· Strong organizational skills with proven follow through on commitments.

· Attention to detail and accuracy and the ability to handle multiple demands

· Excellent communication skill: a good listener who gives clear instructions.

· Thorough understanding of mark up and margins to achieve department goals.

· Familiarity with electronic ordering systems preferred.

· Leadership experience, hiring, training, evaluating and giving direction.

· Standard computer skills – Excel, Word, Internet usage and email.  
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