
 

 

 

POSITION DESCRIPTION 
 
 

 
POSITION TITLE:  RETAIL COORDINATOR 

 

LOCATION:   Bowen Hills  
 

HOURS:   Part Time 

3-4 days per week.  
Fixed term one year with the possibility of 

ongoing. 
 

 

 
PURPOSE OF THE POSITION 

 

To coordinate, develop and grow the retail activities for the organisation creating 

a dynamic and welcoming environment for visitors to artisan stores and galleries, 

and inspire staff to generate sales.  

 

MAJOR DUTIES  
 

▪ Coordinate all operational and logistical aspects of store including sales, stock 

control, display, maintenance, etc 

▪ Develop and coordinate an annual retail program including Artisan Collects 

and new initiates that promote sales   

▪ Assist the Administrator in the financial administration of store 

▪ Report to the retail budget and proactively seek store commissions to increase 

sales revenue  

▪ Undertake product and artist sourcing through proactive research and 

consultation with other staff. 

▪ Coordinate staff rosters, store targets and the supervise casual retail staff 

▪ Ensure knowledge of exhibition and products is up to date and communicated 

appropriately to casual staff  

▪ Assist in the ongoing development of retail policy as required 

▪ Review and develop Procedures Manual relevant to retail operations  

▪ Build a retail customer base and initiate associated activities for extending 

sales, including VIP lists, retail events etc 

▪ Manage all sales from the exhibition program and any external retail displays  

▪ Attend events and exhibition openings as required. 

▪ Development and execution of retail strategy development 

 



 

 

 
 

 

REPORTING RELATIONSHIPS 
 

The Retail Coordinator reports to the Co-Directors 
 

 

LIAISON AND COMMUNICATION 
 

▪ Co-Directors 

▪ Administrator re: financials, policy and procedures 

▪ Marketing 

▪ Clients, collectors and potential buyers 

▪ Suppliers & service providers 

▪ Sales staff 

 

FINANCIAL RESPONSIBILITIES 

▪ Reporting to retail budget 

▪ Handling of daily takings 

 
 

 
 

 

 
 

 
 

 

 
 

 


	FINANCIAL RESPONSIBILITIES

