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POSITION DESCRIPTION 

 
 
POSITION: Director of Bookstore Operations 
 
LOCATION: Bookstore 
 
REPORTS TO: Business Manager 
 
GRADE: BOE 15 
 
WORK SCHEDULE: Non-standard; 35 hours per week 
 
SUPERVISES:    Full-time and Part-time staff 
 
 
The Community College of Rhode Island is the state’s only public comprehensive 
associate degree-granting institution. We provide affordable open access to higher 
education at locations throughout the state. Our primary mission is to offer recent high 
school graduates and returning adults the opportunity to acquire the knowledge and 
skills necessary for intellectual, professional and personal growth through an array of 
academic, career and lifelong learning programs.  
 
We meet the wide-ranging educational needs of our diverse student population, building 
on our rich tradition of excellence in teaching and our dedication to all students with the 
ability and motivation to succeed. We set high academic standards necessary for 
transfer and career success, champion diversity, respond to community needs, and 
contribute to our state’s economic development and the region’s workforce. 
 
 
JOB SUMMARY:  To direct bookstore operations at all campus and satellite locations.  To 
provide and market textbooks, trade books, soft goods and school supplies efficiently and 
at the lowest possible cost to consumers while meeting the fiscal obligations of the store 
and sustaining reasonable financial returns.  To further the Community College’s academic 
goals and programs by ensuring efficient service and fiscally sound policy that best meets 
the need of CCRI’s students as well as college departments. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Ensure that all locations effectively meet the demands for textbooks, reference 
materials and supplies for CCRI credit and non-credit programs.  Ensure that 
relationships are developed with Deans, Department Chairpersons, and individual 
faculty members and that analysis of registration and enrollment statistics are used to 
determine the required quantity of textbooks for each semester and campus location. 

 Research and recommend programs, policies and procedures to improve the 



 

 

 

 

  

 

 

effectiveness and efficiency of the bookstore function, including new software, internal 
controls, new electronic payment technologies, and customer service. 

 Review daily cash receipts and ensure bookstore operations are maintaining 
profitability and all assets are secured from both a physical and cyber perspective.   

 Manage and administer the status of bookstore operations through regular analysis of 
monthly income statements, inventory reports, cash control statements and budget 
reports; supervise and periodically audit accounting system, retail inventory control 
system, cash control system, financial analysis system and budget system in order to 
assure maximum management control. 

 Coordinate, review and select merchandise to be offered by the Bookstores. 

 Establish and maintain policies and procedures to address operational and long-term 
goals, including cash handling, price standards, loss prevention, book buyback, and 
customer relations.  Establish and maintain controls for sales, accounts receivable, and 
accounts payables. 

 Act as liaison with contacts both internal and external to the store such as the Missouri 
Book Services, banking relationships, the Controller’s Office, the Financial Aid Office, 
and the IT department, as well as colleagues at URI and RIC. 

 Oversee and participate in all physical inventories of merchandise and impact of 
resulting entries on fiscal statements.  Meet with auditors to provide documentation of 
adherence to accounting standards and validate year end audit.   

 Develop and implement annual budget in conjunction with the Business Office. 

 Develop and maintain plans for long-range goals and objectives for the college store 
and apprise management of the status of such plans on a regular basis. 

 Establish methods for obtaining customer feedback on store operations and develop 
mechanisms for improvement. 

 Ensure that copyright policies are adhered to. 

 Ensure that Bookstore website is current as well as an effective marketing tool. 

 Coordinate all policies and operational procedures to ensure that standardized 
customer service and best practices are in place at all Bookstore locations. 

 Supervise the proper delegation of duties to responsible staff members; conduct annual 
evaluation of staff performance for the purpose of providing guidance and improvement.  

 Encourage and sponsor professional development of staff. 

 Other related duties as assigned. 
 
 
LICENSES, TOOLS AND EQUIPMENT: 

 Personal computers, point of sale servers and cash registers, telephones, MFD’s, fax 
machines, pallet jacks 

 
 
ENVIRONMENTAL CONDITIONS: 

 This position is not substantially exposed to adverse environmental conditions. 

 Must be able to lift up to 15 pounds, carry, bend and stretch as needed. 
 

 
QUALIFICATIONS: 

 Bachelor’s degree in business administration, accounting, retail management or 
related discipline required. 



 

 

 

 

  

 

 

 Five years’ experience supervising finance and inventory control in a trade/retail 
environment with annual sales in excess of $5M required.  Public higher education 
environment preferred. 

 Five years of experience in conducting cost accounting in a retail/trade environment 
strongly preferred. 

 Must have explicit experience in inventory management and related commercial 
software, point of sale systems, and related financial accounting required, bookstore 
inventory management preferred.   

 Strong knowledge of and experience with  retail/trade operating principles, best 
practices and procedures, including budgeting, accounting, marketing, cashiering 
and inventory control required, applicable bookstore retail preferred. 

 Understand copyright laws as they pertain to the materials and higher education 
preferred. 

 Must possess strong interpersonal, organizational, supervisory, leadership and 
customer service skills.   

 Must be computer literate and adept in Microsoft products and retail/trade inventory 
management and finance systems. 

 Five years progressive supervisory experience of personnel and business functions 
required.   

 Must be a motivated, self-directed individual with strong communications skills who is 
capable of working well with students as well as colleagues. 

 
 
 
CCRI is an Equal Opportunity / Affirmative Action Employer. 
 
CCRI recognizes that diversity and inclusivity are essential to creating a dynamic, 
positive and high-performing educational and work environment and to helping prepare 
our students for lifelong success. We welcome applicants who can contribute to the 
College’s commitment to excellence created by diversity and inclusivity.  
 
CCRI prohibits discrimination, including harassment and retaliation, on the basis of race, 
color, national or ethnic origin, gender, gender identity or expression, religion, disability, 
age, sexual orientation, genetic information, marital status, citizenship status or status as 
a protected veteran. Inquiries or complaints concerning discrimination shall be referred 
to the College’s Director of Institutional Equity & Title IX Coordinator, Elizabeth Canning, 
ehcanning@ccri.edu. 
 
The Jeanne Clery Act requires institutions of higher education to disclose campus policy 
statements and crime statistics. Our annual report is available here: 
http://ccri.edu/campuspolice/pdfs/ANNUAL-SECURITY-REPORT-FINAL.pdf 
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