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SALES MANAGER III 
 
DESCRIPTION OF WORK 
 
This is supervisory work in managing a major division of a large student supply store.   
Employees serve as supervisors responsible for directing and organizing a staff of sales personnel 
engaged in selling, displaying, and stocking general merchandise or books in a student supply store.  
Work in this class is distinguished from that found in the Sales Manager II class by greater size and 
complexity of assigned area, decision-making authority, and independence of action.  In comparison to 
the Supply Store Manager I class, this class has a more limited role in purchasing, pricing, and other 
related merchandising functions along with less overall managerial responsibility.  Work is performed 
under the general supervision of a Supply Store Manager. 
 
EXAMPLES OF DUTIES PERFORMED 
 
Supervises a large staff of sales personnel in the daily operation of the department.  
Supervises the receiving, stocking, and displaying of merchandise. 
Advises on the buying needs of the department. 
Makes a detailed inventory of all stock periodically and prepares a written report. 
Selects, trains, and schedules sales personnel. 
Approves and follows through on special customer orders. 
Receives and responds to customer complaints. 
Performs related work as required. 
 
RECRUITMENT STANDARDS 
 
Knowledges, Skills, and Abilities 
 
Thorough knowledge of the methods of storing and displaying a large variety of sales items, such as 
supplies, office equipment, clothing, gifts, and books. 
Some knowledge of effective supervisory practice and ability to supervise and train sales personnel. 
Ability to develop maximum and minimum inventory levels and to maintain accurate records of 
materials received and sold. 
 
Minimum Training and Experience 
 
Completion of high school and two years of supervisory experience in retail sales, including inventory 
control; 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. 


