
Position:  Gift Store Manager 
Department:  Gift Store 
Reports to:  CEO or their designee 
Status:   Full-Time, Exempt 
 
_____________________________________________________________________________________ 
 
JOB DESCRIPTION: 
The Gift Store Manager is responsible for the overall management and efficient operation of the 
Descanso Gardens Gift Store. The Gift Store Manager works in collaboration with the Visual 
Merchandising Manager/Buyer and the Garden’s Creative Director (the “GS Management team”) to 
develop sales strategies and budgets and to ensure sales are in alignment with them.   The Manager is 
responsible for training all Gift Store Team Members and ensuring that Customer Service is executed at 
the highest level.   This position works collaboratively with the Guest Service Department and the 
Marketing Department.   
 
JOB CLASSIFICATION: 
This is a full-time, exempt position.  The hours and days are based on the needs of the store and the 
Gardens and vary by season.  The Gardens are a 7-day operation with hours as long as 8 am to 10 pm 
during winter night programming. This position requires weekend and evening work.  
 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES include but are not limited to: 

 Determines all pricing and sales strategies in collaboration with the GS Management Team. 
 Manages the inventory according to the needs of the business by reviewing weekly reports and 

re-ordering predetermined permanent inventory.  
 Quarterly, or more frequently as needed, reviews with the GS Management team what 

inventory should be re-ordered or canceled. 
 Oversees the fulfillment of online orders and subsequent shipments. 
 Oversees the receiving and pricing of product. 
 Ensures that the stock room is well organized and clean. 
 On an annual basis prepares an annual budget by December 1 at 5pm. 
 On a quarterly basis updates the financial forecast. 
 Responsible for monthly sales analysis, reviews top and bottom sellers and then moves 

inventory accordingly. 
 Submits weekly sales reports to the GS Management team.   
 Meets with the Finance Department monthly to review reports required for closing month end. 
 In coordination with the Marketing Team implements and launches online sales with at least 10 

products determined by the GS Management Team.  
 Organizes at least 8 separate, unique selling events for existing products and concepts. 
 Responsible for creating excellent customer service. 
 Maintains the POS system and stays abreast of needed updates. 
 As a primary key holder, coordinates staff work schedules with the Guest Services Manager to 

ensure the Store is open and operating 7 days a week. 
 Ensures correct and consistent opening and closing procedures for the Gift Store. 
 Responsible for training of all front-line staff. 
 Holds staff meetings twice a month. 
 Responsible for annual reviews of all GS employees. 



 When required, works with HR on documentation of employee performance concerns.  
 Schedules staff monthly through Paycom and approves payroll on a bi-weekly basis. 
 Ensures correct and consistent timecard procedures, including all break guidelines. 
 Covers the registers and sales floor as needed. 
 In cases of emergencies, takes appropriate actions to address the situation and alerts a Senior 

Management Team Member.  
 Observes and follows all safety regulations and attends safety meetings and training. 
 Keeps up to date on all events taking place in the Gardens and checks in with Visitor Center Lead 

daily. 
 Other Duties as assigned. 

 
 

EQUIPMENT USED and PHYSICAL DEMANDS: 
 Computer and Systems Used:  Retail Pro, Paycom, Excel, and Word.  
 Other Equipment:  POS cash register, credit card processing, phone, calculator,  copier, printer, 

hand-held (two-way) radio, and other standard office equipment. 
 This is a physically oriented and demanding position.  Must be able to lift 50 pounds. 
 The position requires the ability to walk and move equipment to various locations within the 

Gardens. 
 The position works indoors and outdoors and may be subject to inclement weather including 

cold, rain, heat, and nighttime conditions. 
 
 
QUALIFICATIONS AND REQUIREMENTS:  

 Retail experience is required. 
 Detailed knowledge of a Retail POS System. 
 Excellent analytic, organizational and problem-solving skills are required.  
 Strong collaboration and verbal communication skills are required. 
 Ability to manage multiple tasks, meet deadlines and work with minimal supervision. 
 Ability to exact excellent customer service. 
 Ability to train and inspire employees. 
 Ability to accomplish all scheduling, payroll, and basic HR needs. 
 Must have a valid California Class C Driver License. 

 
COMPENSATION:  $65,000 - $70,000 annually 

Interested parties may apply by submitting a MS Word or PDF Letter of Interest and Resume to 
jobs@descansogardens.org with GIFT202301 in the subject line. Only those applicants meeting the 
minimum requirements and submitting all required information may be contacted for further inquiry. 
We will accept resumes until the position is filled. 
 
No phone calls, please. 
 
Descanso Gardens Guild Inc. acknowledges that equal opportunity for all persons is a fundamental 
human value. Each employee will be considered on the basis of individual ability and merit, without 
regard to race, color, age, religion, national origin, disability, sexual orientation, sex, or marital status. 


