
 

   

 

 Retail Shop Manager 
Lewis Ginter Botanical Garden 
 

Garden Overview 
Lewis Ginter Botanical Garden was founded in 1984 as a community oriented, non-profit garden. 
After 33 years, the Garden now encompasses 82 acres, four lakes, 5,500 unique taxa of plants within 
15 distinct outdoor gardens, 11 major buildings including a conservatory and greenhouse, plus an 80-
acre branch site, the Lewis Ginter Nature Reserve. In 2017 we welcomed, taught, energized, and 
engaged over 400,000 guests with stunning botanical displays, inspiring exhibitions, entertaining 
activities, and over 800 formal and informal education offerings. We embarked on new and promising 
community engagement initiatives through the Beautiful RVA movement. We updated the strategic 
plan and continued priority project planning within the scope of the 2016 master site plan. Our 100 
full- and part-time staff joined with 650 volunteers and 13,000 member households to pursue the 
Garden’s mission to connect people through plants to improve communities. 
 
The Garden Shop serves as a destination store, garden guest amenity, and enterprise revenue center.  
Last year’s gross sales exceeded $1M. Average gross sales for the past five years: $984k, average net 
the past five years: $184k. 
 

 Our next Retail Shop Manager will be a dynamic, intuitive, proactive, organized, flexible and 
collaborative leader, who inspires innovative and creative thinking among staff and volunteers to 
perpetuate and accelerate the shop’s contribution to the garden mission and guest experience. As 
an important guest amenity that provides significant revenue to the Gardens operating budget, 
this position requires a capable business manager who understands and can act on the competitive 
and ever-changing complexities of the retail world. 

  

Manager: Director of Guest Services 

Department: Guest Services Job Category: Category 1 

Location: Richmond, VA Travel Required: Periodic, usually regional 

Level/Salary 
Range: 

L3 
FLSA Exempt/Non-
exempt: 

Exempt 

Contact: Kim Dove, Kimd@lewisginter.org Position Type: 
Full time (37.5 hrs/wk)   
 

Date Posted: February 21, 2018 Posting Expires: Until Filled 
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Reporting and Financial Duties:  
 Achieves financial objectives by meeting revenue goals,  preparing and managing departmental 

budget, scheduling expenditures, and accounting for and analyzing variances  

 Keeps abreast of market trends to best identify current and future customer buying preferences 

 Oversees yearly inventory with limited down time and accounting for all merchandise and 
discrepancies, and devises and implements proper inventory control measures 

 Ensures registers and nightly close outs are accurate and balanced, and financial reporting is 

performed correctly and in a timely manner 

 
Leadership and Staffing Duties: 
 Oversees scheduling and staffing assignments and support – develops and updates job 

descriptions, interviews, hires, coaches, motivates, counsels, disciplines and terminates paid and 

unpaid staff as appropriate 

 Plans, monitors, and appraises job performance of all shop staff by regularly using oral and 

written feedback and written assessments  

 Ensures timely opening and closing of the Garden Shop on a varying, flexible schedule that 

includes nights, weekends and holidays, with 12 hour/day operations during the six weeks of the 

annual holiday light show 

 Delegates responsibilities whenever possible and provides opportunities for leadership training 

and professional development 

 Develops, motivates and maintains a team of buyers that effectively work together, are cohesive in 

pursuing revenue goals, and creates a solid and sustainable staffing structure that allows for 

growth and increased capacity  

 Creates a positive work environment through effective and regular communication, being an 

approachable manager and supportive of staff input and suggestions 

 Participates in all Garden meetings and trainings for increased awareness of activities, events, 

exhibits and general planning  

 Ensures all software upgrades and database conversions are performed and maintained when 

needed and initiates technology opportunities that enable staff to work efficiently and increases 

capacity of departmental tasks 

 Ensures buying team participates in off-site professional organizations such as Museum Stores of 

Richmond meetings/events, Museum Store Association conferences & Retail Merchants 

Association networking socials  

 
Analysis Duties: 
 Seeks member and visitor metrics in order to initiate planning and purchasing strategies geared 

towards satisfying current customers, and with an awareness to changing audience demographics 

 Seeks out future Garden exhibit plans in order to proactively pursue new merchandising 

opportunities relevant to upcoming exhibits, programs and to align with marketing efforts 

 Formulates pricing policies and reviews purchasing activities to determine appropriate pricing, 

timing of sales and promotions, and authorizes clearance sales 

 Analyzes shop merchandise and buying metrics to keep stock current and to adjust for 

improvements, enhancements or deletion  

 Ensures merchandise is relevant to the Garden’s mission while allowing for a sustainable and 

growing revenue stream 
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 Reviews current department schedules with hourly sales records to consider changes that 

positively affect revenue 

 
Purchasing and Marketing Duties 
 Ensures all merchandise is tasteful, of high quality and mission related  

 Works with buying team to display merchandise in a creative and tasteful way that maximize sales; 

ensures timely restock and refreshes displays as needed 

 Ensures buyers attend market shows and encourages attendance at other specific local markets as 

deemed beneficial to revenue goals 

 Negotiates with suppliers (volume discounts, freight costs, returns, etc.)  

 Consistently and regularly makes maximum use of available in-house marketing tools and works 

closely with PR/Marketing Department to reach current and new client base through the Gardens 

website, e newsletters and email blasts, advertising, trade publications and social media platforms 

 Actively initiates and regularly promotes exhibition specific and/or seasonal merchandise as well 

as special events geared to boost revenue 

 Initiates and implements e-commerce opportunities by 2019 

 Explores and assesses off-site revenue opportunities with supervisor, executing when deemed 

appropriate 

 
Administrative and Customer Service Duties: 
 Able to correct register transactions, handle gift card/certificate purchases and redemptions, 

process refunds, exchanges and voids. 

 Assist customers, staff & volunteers with questions regarding inventory, availability and special 

orders  

 Explores opportunities to promote the garden shop through value added experiences 

 With supervisor, establishes and implements safety and risk management programs and training 
 Establishes professional and cordial relations with fellow professionals locally, regionally, and 

nationally 

 
Each Employee of Lewis Ginter 

 Must comply with provisions of the current Employee Handbook, all published personnel 

policies and the requirements of their individual job descriptions 

 Must conduct herself or himself and perform all duties in a manner consistent with a public 

garden serving multigenerational  and multicultural individuals and families, and in 

accordance with directed practices and procedures 

 Must be aware of surroundings, and vigilant to any possible threat to the safety of visitors, 

volunteers, and staff or to their property and ensure that all concerns are reported promptly 

 Must report all mishaps, injuries and incidents immediately and ultimately in writing to 

supervisor(s) and to the Executive Director 

 Must ensure compliance with all applicable federal and state laws and regulations 

 Must perform other duties as assigned by supervisor  
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Physical Demands/Working Conditions 
 Must be able to lift 25-40 pounds frequently 

 Must be able to stand for extended periods of time 

 Must be able to walk up and down steps frequently 

Note: Duties described above have been identified as essential functions as required by the Americans 
with Disabilities Act. 
 
Skills and Abilities 

 Must possess outstanding organizational skills, attention to detail and ability to be self-
motivated and disciplined  

 Must be goal-oriented with a bias to action, yet flexible and adaptable to the potential of 
unanticipated opportunities 

 Demonstrated ability with computers, Microsoft programs, and inventory POS databases 

 Demonstrated ability to discern attractive, useful, desirable products that provides value and 

earns profit   

 Able to work as part of a team and interact effectively, calmly, and cheerfully with customers, 

visitors, volunteers, and staff   

 Able to work in a fast-paced environment and make quick decisions   

 Excellent written and verbal communication skills required   

 Must possess a commitment to the Garden’s mission and its core values, particularly honesty 
and integrity 

 Must successfully pass a criminal background check 
 
Education and Experience 

 BA/BS in marketing, visual merchandising, business management or a related field is 
preferred  

 5-10 years experience in a retail management position, supervising staff and/or volunteers 

 Previous experience purchasing home and gift products or comparable merchandise  

 Previous retail experience in a museum or other non-profit setting is desired   

 Previous experience with ECRS Catapult, TAM Retail or a similar POS software package 
 Demonstrated ability to support organization mission as defined by superiors with 

competence, energy, and tact 

 Demonstrated ability to develop and work with peers, co-workers, and volunteers 

 
 
 
Please submit cover letter and resume to Kim Dove, Director of Guest Services, at 
kimd@lewisginter.org. 

mailto:kimd@lewisginter.org

