
Office and Store Clerk

Reports To: Office Manager (or Administrative Assistant) and/or Ship’s Store Manager

 Job Overview
 Must be organized, self-motivated and require little direct supervision. Must constantly keep abreast of current marine products,  
 be familiar with all aspects of the Marina store and must have an eye for details, which will involve constantly looking for inventory  
 errors and discrepancies. Must have ability to develop and with approval, to carry out new ideas and methods that will enhance  
 the operation of the Marina store and/or inventory system.

 Duties
   1.  Will be responsible for maintaining accurate and current records for Marina’s perpetual retail inventories, which will include  
   entering new merchandise in inventory as it is received from packing slips, matching packing slips with the proper invoice and  
   prepare for coding and forwarding to the Operations Manager. Check for price fluctuations and inform Store Attendants of such  
   for cost adjustments.  Manually delete stock that is sold from inventory from invoices, and informing Store Attendants of low   
   stock items for reorder. Organize large orders between Marina and all departments for maximizing discounts.  
 
   Coordinate transferrals of merchandise between Marina and other departments. Assist with physical inventory counts, monthly 
   audits and assist with discrepancy reconciliations, as needed. Assist Store Attendants, if needed, with incoming orders (pricing,  
   tagging, etc.). Facilitate and assist in merchandising at the Marina.
   2. Payables - Prepare bills for coding, enter in activity ledger and reconciling any past due accounts with accounting department.
   3. Advertising and P/R - Assist in preparation of Marina newsletter and maintain bulletin boards.
   4. Telephone - Answer telephone, VHF & UHF radios and take messages.
   5. Mail - Mail pickup and delivery to and from Operations Office each day.
   6. Filing - Daily filing of all paid bills, copies of invoices, miscellaneous correspondence at Marina Operations Office. Maintain  
   file index.
   7. Assist with daily reports as needed.
   8. Be aware of Marina emergency procedures and assist as required.
   9. Make copies for Marina Operations.
 10. Facilitate and assist in merchandising at the Marina.
 11. Maintain “best price” lists for stationary and housekeeping supplies for the Marina.

 Minimum Qualifications
 1.  High School Graduate, with some accounting and computer background.
 2.  Typing skills and at least 1 year office experience. Retail sales and inventory experience required, as well as, knowledge of  
  boating equipment and water sports.
 3.  Must be able to work independently with little supervision and possess the ability to develop and with approval, to carry out  
  new ideas and methods.
 4.  May required lifting of heavy boxes of merchandise during inventory counts.
 5.  Must be constantly looking for inventory errors, invoices errors, errors in pricing, discounts.
 6.  Must be able to meet deadlines without becoming frustrated with constant interruptions and must complete task in a timely  
  manner with speed and accuracy.
 7.  Periodic assignments to weekly safety audits at the Marina.
 8.  Must constantly keep abreast of price changes on incoming merchandise. Coordinate purchases between all departments. 

 Work Schedule
 40 hours per week; (five to six days per week), 30 to 45 hours per week. Occasional holiday and weekend work; on call for all  
 emergencies and storms.
 


