
    
PART-TIME MANAGER, LIBRARY STORE 

 

About the Friends of the Library: 

Friends of the Library (FOL) builds awareness and resources to champion the mission of Columbus 
Metropolitan Library (CML), funding critical programs such as Summer Reading Club, Homework Help 
Centers and Teen Read Week. The Friends also provide support for CML levy campaigns. FOL generates 
revenue via the Library Store, used books sales, memberships, and special events. All revenue supports the 
library. 

 
Position Summary:  

Manages all aspects of the Library Store and used book sales. Management responsibilities include 
marketing and advertising, buying/inventory management, merchandising, budgeting/invoice processing, 
personnel staffing and supervision. The position is designated as “non-exempt,” and reports directly to 
the FOL Board of Trustees.  

 
Position Description: 

� Manage and drive all aspects of FOL revenue sources including in-store, e-commerce, lobby and 
special event sales. Oversee marketing, inventory management, purchasing and display of 
merchandise.  

� Clearly articulate the mission of FOL and the value proposition of the Library Store to employees 
and customers. 

� Develop a merchandise plan that complements the library experience, while meeting or exceeding 
profit goals. Maintain knowledge of merchandising sources and new product offerings in line with 
up-to-date literary and cultural trends. 

� Continuously solicit input and feedback from customers, CML staff, the FOL Board, and local 
businesses to identify new revenue opportunities. Explore opportunities to work with local artists 
and craftspeople to create unique, locally-made merchandise that appeals to readers and library 
fans. 

� Assess sales to analyze the profitability of items and determine optimal inventory levels.  

� Coordinate annual Big Book Sale at Main Library and book sales at author events. 

� Oversee CML Warehouse Associate and determine the most profitable allocation of genres and 
determination of pricing for used books sold in the store, online, and at library book sales.  

� Creatively implement the Library Store's visual merchandising strategy including placement, 
signage, displays, and in-store marketing campaigns. 

� Partner with the FOL Community Relations Committee Chairperson to plan innovative marketing, 
advertising and promotional strategies to increase sales and store exposure. 

� Work closely with the FOL Business Management Committee Chairperson to develop and 
maintain meticulous records of receiving, invoice processing, sales, inventory management, 
staff/volunteer scheduling and payroll in a timely manner. Prepare annual budgets and adhere to 
budgetary goals. Provide trend analysis on pricing, sales, and customer preferences to adjust 
purchasing plan. 



� Supervises sales associates and volunteers, including hiring, training, scheduling, and evaluation. 
Provides training to staff in the areas of customer service, product knowledge, inventory control 
and merchandising.  

� Other duties as determined by the FOL Board. 

 
 
Minimum Qualifications: 

� 2 years of retail management and supervisory experience; book store experience preferred 

� Work requires the ability to take initiative and utilize sound judgement 

� Position requires the ability to establish self as a leader, to not only perform in a leadership role, 
but to also be recognized by others as a leader. 

� Must be able to work in a team environment with the ability to interact well, and in a positive 
manner, with co-workers, FOL Board, and CML staff. 

� Must have the ability to demonstrate sales initiative.  

� Ability to analyze financial and sales data and draw conclusions from data. 

� Ability to clearly and effectively communicate business reports and summaries to the FOL Board 

� Ability to coach and develop sales team to deliver quality customer experience aligned with the 
CML customer strategy 

� Ability to lift up to 30 lbs. 
� Position includes cash and credit handling and will require a background check 

 

Salary:  A market competitive salary will be offered, commensurate with experience 

 

Work Schedule: Approximately 25 hours per week; including evenings and weekends. Need to have 
flexibility in scheduling. Not to exceed 30 hours. 

 


