
 
 
 
 

JOB POSTING - RETAIL STORE MANAGER 
GUADALUPE VALLEY HABITAT FOR HUMANITY  

 

 

 

Job Description 

Guadalupe Valley Habitat for Humanity is seeking a highly motivated, organized and 

customer-oriented individual to manage its retail and product donation operation in Seguin, 

TX.   The Store Manager is responsible for the overall business performance of the Habitat 

Store with priority responsibilities on the acquisition, efficient processing, and marketing of 

quality donated and new materials of a volume necessary to achieve sales targets.  Equally 

important is the ability to recruit, motivate, and supervise the corps of valuable volunteers. 

 

Guadalupe Valley Habitat for Humanity is a community-based affiliate of Habitat for 

Humanity International.  Our mission is to build affordable housing and promote 

homeownership as a means to breaking the cycle of poverty through the mobilization of 

volunteers and community partners.  The Habitat Retail Store is vital to the Habitat mission 

and resells new and quality used building materials, household items, appliances, furniture, 

flooring, and other items as a means to fund home construction for low income, Habitat 

partner families in Guadalupe County. 

 

The ideal candidate will have proven experience managing a small business or retail store. She 

or he will have a successful track record of improving sales; forging and expanding strong 

community and partner relationships; planning and implementing effective, cost conscious 

marketing strategies; building customer loyalty; merchandizing and creating an effective store 

layout; executing and overseeing efficient receiving and product processing procedures; and 

leading and motivating volunteers in a calm, level-headed and organized manner.   

 

Closing Date:  Applications will be accepted until a qualified applicant is found.   

 
Direct Supervisor: The Store Manager will report directly to the President of the Board of 
Directors or to another designated member of the Executive Committee in the absence of the 
President. 
 
Time Commitment:  40 hours per week including most Saturdays.   
 
Benefits:   Salary commensurate with experience starting at $35,000 per year, plus benefits. 
 
Education:  Minimum of HS Diploma or GED; retail-related education and training is desirable. 

 

 

 



 
 
 

Qualifications:  

 Strong belief in the mission and values of Habitat for Humanity  
 Solid retail management background with extensive experience in merchandising and 

customer service.   
 Experience in analyzing and monitoring financial reports.  
 Proficient with Excel and other Microsoft Office programs, and use of the Internet 

and Social Media to promote and secure product.  
 Strong communication skills, with an ability to lead and motivate volunteer crews.   
 Calm, well-organized, and able to flexibly deal with the pressures of an ever-changing 

and demanding work environment.  
 Prior supervisory experience recruiting, training, motivating and recognizing volunteers 

in a nonprofit setting is desirable.   
 Appropriate knowledge of safety and maintenance issues in a store and warehouse 

environment.   
 Physical ability to work in the warehouse and in salvage or procurement activities. 
 Working knowledge of building supplies, home construction and renovation 

projects, including concrete, carpentry, flooring, drywall, painting, heating, 
plumbing and electrical trades is desirable.   

 Valid driver’s license and dependable transportation required along with ability and 
willingness to operate box truck and forklift.  

 

Duties: 
 Schedule sufficient volunteer coverage for anticipated store activities. 

 Recruit, train, supervise, and motivate volunteers.   
 Demonstrate and promote good customer service and relations. 
 Ensure that all volunteers adhere to safety policies.   
 Ensure inventory is handled effectively and efficiently from intake through purchase.  
 Ensure retail sales are maximized through a variety of means (creative instore 

merchandising, posting to Craigslist, eBay, etc.) 

 Ensure volunteers are trained appropriately in all aspects of the operation.  
 Ensure equipment maintenance procedures are completed in a timely manner (fire 

extinguisher inspections, fire alarms, truck maintenance, forklift maintenance, etc.)    
 Work with Board President and/or other members of the Executive Committee to 

prepare annual store budget for Store revenue and expenses. 
 Manage store expenses to stay within budget and look for ways to maximize 

profitability. 

 Ensure high value donations are acknowledged in writing and tax receipts provided 
when appropriate.   

 Prepare monthly status reports for board meetings.   
 

Interested individuals may email a Cover letter and Resume to: 

 habitat@GuadalupeValleyHabitat.org 

  Or mail it to: 

 Guadalupe Valley Habitat for Humanity 

 PO Box 87 

Seguin TX 78156-0087      

mailto:habitat@GuadalupeValleyHabitat.org

