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SALES MANAGER I 
 
 
 
NATURE OF WORK 
 
This is supervisory sales work in managing a small retail outlet in a state college, institution, or other 
facility, 
Employees exercise some independence in supervising a small group of sales clerks engaged in 
selling snacks and other miscellaneous items, Work is evaluated primarily on the basis of patrol 
satisfaction and is performed under administrative supervision in accordance with established policies 
for efficient operation. 
 
ILLUSTRATIVE EXAMPLES OF WORK 
 
Supervises and assists sales, clerks in selling items: keeping facilities clean and attractive, taking 
inventory, and otherwise performing the duties of a sales clerk, 
Orders, receives verities amounts, and arranges for sale of a number of prepared and packaged items 
including sandwiches, ice cream, soft drinks, doughnuts, cookies, candy, tobacco products, pastries, 
and student supplies, 
Selects sales clerks and trains them in the performance of their duty. 
Maintains a written record of all purchases made and items received. 
Counts days receipts and turns in all cases and reports at the close of each day, 
Makes a detailed inventory of all stock periodically and prepares and submits a written report, 
Performs related work as required.  
 
KNOWLEDGES, SKILLS, AND ABILITIES 
 
General knowledge of ere methods of storing and exhibiting a variety of prepared food items, packaged 
goods; supplies; beverages, arid sundry items, 
General knowledge of the basis rood handling practices and sanitation requirements. 
Ability to train and supervise a group of lower level employees engaged in selling a variety of items, 
Ability to maintain accurate records of materials received and sold and of cash received. 
 
ACCEPTABLE TRAINING AND EXPERIENCE 
 
Graduation from high school and three years experience as a sales clerk; or an equivalent combination 
of training and experience. 
 
 Special Note: This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority 
of positions, but may not be applicable to all positions. 


