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Position Description

Title: Gift Shop Coordinator

Reports to: Guest Experience Supervisor

Status: Part Time, Non-Exempt

Hours: 20-25 hours per week based on Garden needs; weekend, holiday, and evening shifts
required

Position Summary
Join a team that values the diverse talents and ideas of each staff member at Green Bay

Botanical Garden. The Gift Shop Coordinator creates welcoming, memorable experiences
for every guest, whether greeting visitors, supporting admissions and events, or curating a
vibrant retail space in the WPS Trellis Gift Shop.

This role blends hands-on customer service with behind-the-scenes retail operations,
including buying, merchandising, and inventory management. The coordinator plays a vital
role in advancing our mission to connect people with plants by fostering inclusive, positive
guest experiences, maintaining smooth daily operations, and bringing a thoughtful and
engaging retail environment to life.

Core Competencies & Essential Functions:
Gift Shop Coordination and Merchandising
1. Responsible for key retail operations, including:
e Purchasing
e Pricing
e Merchandising
e Monitoring product performance and rotating inventory, including seasonal
resets and display updates
e Processing invoices in accordance with Garden standards
e Conducting biannual physical inventory and coordinating deep cleaning of the
gift shop
e Maintain monthly retail dashboard metrics
2. Support Guest Experience Supervisor in developing the annual gift shop budget to
meet operational and revenue/fundraising goals
3. Attend at least one annual buying show or relevant seminar to maintain vendor
relationships and stay current on retail trends
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Oversees inventory entry and maintenance in Altru
Receive and organize incoming merchandise and execute product displays
Partner with the Volunteer Coordinator to identify volunteer needs for gift shop support
and special events; assist with training volunteers
Collaborate across departments, including:
e Marketing to promote products, sales, and featured vendors
e Events and Education to align merchandise with programs and seasonal
offerings

Uphold Guest Experience Standards in all interactions with guests, volunteers, and
vendors
Process tfransactions through the Point-of-Sale system (Alfru), including admissions,

memberships, retail purchases, and cash handling

10.Maintain a clean, welcoming Visitor/Education Center and gift shop environment
11.Perform other duties as assigned

Qualifications, Skills, & Physical Requirements
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7.
8.
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Degree preferred with 3-5 years of retail management; with a focus on buying, pricing,
merchandising, and marketing, along with strong customer service experience
required; or an equivalent combination of education and experience.

Proficiency in Microsoft Office and Teams; ability to quickly learn new systems and
software

Experience operating a point-of-sale system, handling cash and credit fransactions.
Also able to handle transactions and buying from vendors.

Possess a high level of interpersonal skills and superior communication skills — able to
speak and write clearly, listen and get clarification when necessary, and work well with
a variety of personality styles.

Comfortable managing a wide variety of concurrent responsibilities with an
accommodating style.

Able to work independently, problem-solve, and make necessary decisions using
sound judgement.

Ability to lift up to 40 pounds unassisted and use a ladder when necessary

Strong attention to detail, accuracy, and thoroughness.

Flexible and willing to adapt to change.

10. Willing to be outdoors for short periods of time in all types of weather.
11.Experience within a non-profit environment or using community resources is a plus.
12.Commitment to participating in the Garden'’s largest annual fundraising event,

Garden of Lights presented by WPD Foundation, by fulfilling the required number of
evening and weekend shifts.

13.Dependable, reliable and a team player.

Standard Benefits
Employees at Green Bay Botanical Garden have access to a competitive benefit package:

Retirement Plan/401(K) (available to enroll after six months and 700 hours)



Standard Work Perks

Employees at Green Bay Botanical Garden can enjoy the following perks:
e Free Family-level membership during duration of employment
e 15% discount at the WPS Trellis Gift Shop
e 50% off room rentals for a private event, subject to availability

Apply
Complete the Employment Application on our website as well as attaching a cover letter
and resume.

Equal Opportunity Employer

Green Bay Botanical Garden provides equal employment opportunities to all employees and applicants for employment
and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin,
disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other
characteristic protected by federal, state or local laws.

This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion,
termination, layoff, recall, fransfer, leaves of absence, compensation and training.

Our employees love to perform their work in a tfeam environment that includes our volunteers. We value our connection to
the greater northeast Wisconsin Community. We care about and value the diverse talents and ideas each employee brings
to Green Bay Botanical Garden.

Our Mission
Green Bay Botanical Garden connects people with plants by providing year-round educational and recreational
experiences for everyone in an environment that engages, inspires and refreshes.


https://gbbg.org/employment-application/

