
About Saint Andrew’s School: 
Saint Andrew's School is an independent, co-educational school for grades PK-12, Saint 
Andrew's is both a day school and a boarding school, educating students from across the United 
States and throughout the world. As a college preparatory school in the Episcopal tradition, 
Saint Andrew's welcomes students of all faiths, customs, cultures, and beliefs. "Honor Above 
All," academic excellence and education in Mind, Body, and Spirit reflect Saint Andrew's 
experience. We are committed to educating the "whole child" while instilling a dedication to 
lifelong learning.  
 
 
Saint Andrew’s School employees are committed to the mission to provide educational 
excellence in an inclusive community, fostering lifelong learning and nurturing each individual 
in mind, body, and spirit in the Episcopal tradition.  
 
 
Position Summary: 
The Campus Store Manager  plays an integral role in the management and administration of 
Saint Andrew’s retail store.  This position works closely with the Controller to develop store 
strategies to increase customer base, expand store traffic and optimize profitability. Meeting 
goals by training, motivating, mentoring and providing feedback to store staff. Ensuring high 
levels of customer satisfaction through excellent service. 
Duties and Responsibilities: 

§ Oversee and participate in the daily operations of the campus store 
§ Interacts and supports the customer experience 
§ Accountable for achieving campus store objectives, including revenue targets, inventory 

control and customer experience 
§ Select clothing and spirit products that promote the spirit of Saint Andrew’s School 
§ Establish and maintain relationships with supply and clothing vendors 
§ Process purchase orders and receive inventory into the appropriate systems 
§ Inventory Control, including reconciliation and reporting to the Business Office 
§ E-commerce website maintenance which includes content updates, optimizing user 

experience and implementing security measures (PCI compliance) 
§ Driving sales and building brand awareness through marketing campaigns and strategies 

tailored to the retail environment 
§ Prepare monthly management reports which include financial performance, sales 

analysis, customer satisfaction as well as the annual budget 
§ Create and update campus store procedures 
§ Supervise staff  
§ Open the campus store or operate  pop up shops  for select school events including those 

taking place  on weekends or evenings 
§ Perform other duties as assigned 

 
 
 
Qualifications 



§ Bachelor’s degree in Marketing, Business Administration, or related field. 
§ 5-+ years of retail experience with at least 3 years of supervisory experience. 
§ Strong understanding of e-commerce principles, digital marketing, and website 

development. 
§ Strong technology skills, proficient in MS Excel, and Google Suite. 
§ Energetic, positive attitude, team-focused, and innovative. 
§ Excellent interpersonal and communication skills. 
§ Customer service focused, with the ability to actively listen and demonstrate empathy. 
§ Possess problem solving capabilities with a high degree of integrity, ethics, and 

dedication to the mission of the School. 
§ Ability to multi-task with excellent attention to detail. Must be able to work in an 

environment of constant demands and frequent interruptions. 
§ Excellent ability to prioritize and manage multiple tasks/projects and a variety of 

demands. 
§ Ability to work effectively with people of diverse backgrounds and promote a positive 

work environment. Desire to collaborate with others and ability to work as a team 
member. 

§ Strong work ethic, initiative, and independence in carrying out responsibilities. 
§ Commitment to a growth mindset and continuous professional development. 

Physical Demands:  Must be able to sit, stand, walk, bend, lift, and move boxes or inventory 
for the majority of the work day. May be required to lift up to 35 pounds. 
Saint Andrew’s School is committed to providing equal opportunity in all employment 
practices without regard to age, gender, race, religion, color, sexual orientation, gender 
identity or expression, national origin, ancestry, citizenship status, marital or familial status, 
pregnancy, disability or handicap, genetic information, military status, or any other protected 
status in accordance with the requirement of all federal, state, and local laws.  
  
Saint Andrew’s is a drug-free workplace. All employees must successfully maintain an 
acceptable Level II criminal background check.  Saint Andrew’s School may, in its discretion, 
modify or adjust the position to meet the school’s changing needs. 

 


