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 Job Description 

 Department: 41 Retail Shop 

 Position Title: 380 180 - Retail Sales Manager 
 Reports to:  VP Guest Services 

               GM/COO 

 

Position Summary:  The Retail Shop Manager manages and oversees the overall successful operations of the Retail Shop 

department to include, though not limited to, product display, sales and inventory, the security and accounting of moneys, and 

appropriate departmental staffing.  The essential functions of this position include: 
 

1. Be an effective leader within the guidelines of department and company policies, procedures and values, in fulfillment 

of Monarch’s mission statement to “provide our guests with a quality, personalized mountain experience.” 

2. Responsible for ensuring all forms, tracking, verifications and necessary documenting are executed and accurately 

completed in a timely manner.  This includes, though not limited to requests, training, payroll, time-keeping, fiscal 

responsibilities, incidents, disciplinary actions...etc. 

3. Perform the hiring and termination of approximately 10 departmental employees. 

4. Provide guidance and oversee the efficient scheduling of department staff based on projected skier budget and 

adjusting to actual requirements as appropriate. 

5. Oversee the initial and ongoing training of departmental staff. 

6. Provide timely employee feedback, and conduct qualitative performance reviews of department staff on a regular basis.  

Include your level 2 managerial staff, as appropriate, in accomplishing A-team reviews. 

7. Operate within budgetary constraints for the current season; contribute to departmental budget proposal for the 

following season. 

8. Identify research and submit departmental capital requests for fiscal review. 

9. Work in conjunction with other departments as part of the Monarch team. 

10. Develop, review and maintain on a regular basis training materials, manuals, job descriptions and any other documents 

necessary for the overall success of the department. 

11. Prepare and oversee department personnel in the event of an emergency. 

12. Identify and train personnel for opportunities within the department for the purpose of retaining valuable and 

interested employees, and the filling of key positions in the event of a departure. 

13. Provide professional solutions and courteous assistance in problem solving for both guests and employees.   

14. Monitor and maintain the inventory and condition of department supplies, properties and facilities. 

15. Oversee the organization, effectual display and knowledgeable sales of products. 

16. Complete daily deposits, spreadsheets, work schedules, accounting, ordering, sales forecasting, buying plans, etc. 
17. Calculate cost of goods and maintain inventory figures. 
18. Approve voids, exchanges and any notes on register tape. 
19. Other duties as assigned. 

 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential function listed in this 

description satisfactorily, with or without a reasonable accommodation.  The requirements listed below are representative of the 

abilities, education and physical demands required to perform the essential functions of this position.  
 

Requirements Relating to Knowledge, Skills & Abilities: 
1. Ability to maintain a good attitude, set a positive example and work well with guests and employees. 

2. Ability to speak clearly and pleasantly, and communicate in the English language. 

3. Ability to motivate, delegate and give direction to employees in a positive and non-condescending manner. 

4. Aware of surroundings and the ability to identify, respond quickly and provide professional solutions to situational 

needs. 

5. Excellent English reading and writing communication skills. 

6. Good computer and website navigation skills to include Microsoft Office, PowderPlace.com and SkiMonarch.com. 
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7. Ability to recognize and maintain confidentiality of sensitive materials and situations, including confidentiality of all 

customer information. 

8. Working knowledge of ski area liabilities and human resource laws as applicable in the state of Colorado. 

9. Good math, cash handling and credit card skills; knowledge of basic accounting procedures. 

10. Knowledge of ski area products. 

 

Requirements Relating to Education, Certifications & Experience: 
1. Colorado Driver’s License and good, company insurable driving record required. 

2. Minimum of two years supervisory experience required; preferably in the retail sales area. 

3. Minimum two years of experience in retail sales. 

4. High School diploma or GED required 

 

Requirements Relating to Working Conditions & Physical Demands:   
1. Requires the ability to work any day of the week, Saturday through Friday and holidays, as scheduled, and additional 

time if workload or circumstances require it. 

2. Must be available by phone, or able to respond within a reasonable timeframe while on or off-duty. 

3. Requires working at high elevation (over 10,000’), and with some exposure to adverse weather conditions, such as 
severe cold, heavy snowfall, strong winds and intense sun. 

4. Requires lifting moderate (up to 35 lbs.) loads. 
5. Requires grasping, reaching, working at a computer, and visual and color acuity. 
6. May be required to be on your feet for long periods of time. 
7. Manager of Retail Sales must be at least 18 years of age.   

 


