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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  BOOKSTORE MANAGER
1.0 GENERAL STATEMENTS

1.1 Position Scope
a. The Bookstore Manager is responsible for the effective and efficient operation of the College bookstore and Campus Services department.

b. The Bookstore Manager coordinates with the Comptroller on all aspects of inventory and accounting.

c. The Bookstore Manager will participate in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Vice President for Finance and Operations
b. Function/Category of Position:  Management/Supervisory
c. Salary Category:  III
2.02
Supervision

a. Supervision Received:  Vice President for Finance and Operations
-The Bookstore Manager coordinates with the Comptroller.

b. Supervision Exercised:  

-The Bookstore Manager will supervise the Bookstore Assistant(s), Campus Services Technician and student workers.  
2.03
Key Areas of Responsibility

a. Procure educational resource materials including textbooks, eBooks, etc. with appropriate approval by the Vice President for Academic Affairs.

b. Procure merchandise and supplies with appropriate approval by the Vice President for Finance and Operations.

c. Develop, implement and maintain an online merchandise presence.

d. Maintain accurate accounting records for the bookstore operation.

e. Maintain accurate inventory records for textbooks, merchandise, and supplies.
f. Operate and manage the Bookstore with a focus on customer service.

g. Maintain the College’s educational resource materials ensuring that there are enough for current student enrollment.
h. Participate in and support the College’s policies, procedures, and processes for textbook adoption and rotation.

i. Supervise Bookstore Assistants and Campus Services Technician
j. Perform all other duties as assigned.
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