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Organization: 
Merged from organizations organized in 1978 and 1986, Redwood Parks Conservancy (RPC) is a nonprofit 
cooperating association whose mission is to foster understanding, enjoyment and stewardship by providing support 
to our partner agencies – the National Park Service, California State Parks, the Bureau of Land Management and the 
U.S. Forest Service – who are entrusted with the care of northern California’s public lands. Our vision statement is as 
follows: Northern California’s coastal public lands are special places, rich with historical, cultural and natural 
resources that inspire those who visit them. Through expanded education, these unique resources will be enjoyed 
and protected for generations to come. 
 
Position: 
This is a full-time, permanent position with benefits in a drug-free, smoke-free workplace. The employee in this position 
is supervised by the Executive Director.  This is a full-time, at-will, nonexempt position.  The position is in accordance 
with Redwood Parks Conservancy Employee Handbook, Conditions of Employment. 
 
This position description shows normal duties. The omission of specific duty statements does not exclude them from 
this employee’s duty if the work is similar, related or logical for the position. Other duties may be required and 
assigned. Redwood Parks Conservancy is a growing, changing organization and specific position duties may change as 
the organization changes. 

 
The employee in this position works under the supervision of the Executive Director who provides overall review and 
direction. The incumbent performs duties in the primary area of retail sales and operations. This employee provides 
leadership in merchandise selection and placement in visitor centers, on-line EStore and park stores and assumes both 
strategic and operational responsibilities in both retail and wholesale programs. The incumbent in this position provides 
marketing forecasts, pricing for new publications, vendor relations and suggestions on new product development. 
 
Redwood Parks Conservancy (RPC) provides quality educational products and related services that enrich public 
understanding and support of public lands on California’s north coast. The incumbent will understand the partnerships 
with the National Park Service, California Department of Parks and Recreation, Bureau of Land Management and the 
U.S. Forest Service, and Redwood Parks Conservancy and will relate to visitors to provide information products and 
educational material honoring and supporting these partnerships. The cooperating association guidelines for each of our 
partners differ, and the incumbent is required to read and understand those guidelines as they apply to retail operations 
in the visitor centers. 

 
Retail Operations 
• Provide clear and compelling leadership, including the ability to articulate and implement a vision and strategy for 

the merchandise program; 
• Supervise the Operations Assistant, EStore Manger and Administrative Assistant and work with the Executive 

Director to develop a training and performance plan for those employees based on their position descriptions; 
• Evaluate employees on an annual schedule; 
• Develop the annual Retail Operations budget and participate in annual budget planning to assure appropriate 

estimates for merchandise purchases, travel and training for Operations employees; 
• Suggest annual profit & loss project goals to be approved by the Executive Director and communicate status and 

anticipated changes throughout the year; 



  Chief of Operations 

• Manage merchandise planning, purchasing and distribution/transportation for retail operations, including building 
product assortment, selection, wholesale price negotiations, vendor management and suggesting retail pricing, 
following established procedures of scope of sale and interpretive themes as set forth by state and national 
partners; 

• Using Point of Sale (POS) data, conduct analysis of vendor, product and total category performance; 
• Plan promotional programs and strategy to present to Executive Director for concurrence, (e.g., book-signing 

events);  
• Oversee the product development process including interpretive text on merchandise tags and approval from 

partners; 
• Work with vendors, artists and partners to solicit new interpretive products and wholesale publications; 
• Establish retail policies, procedures and manuals as they relate operations and management of the POS training, 

merchandise receiving and distribution; 
• Manage on-line store selections and representation of products; 
• Coordinates review meetings with partners and manages the approval/disapproval documentation process; 
• Closely monitors inventory levels, identifying poorly selling or discontinued items, determines appropriate 

quantities to order and distribute within the approved budget; 
• Maintain clean and safe working space and well-stocked merchandise levels in warehouse areas; 
• Manage the use, documentation and care of the delivery van; 
• Oversee year-end closing activities including inventory, assuring accurate data is compiled for the Executive 

Director; 
• Attend Public Lands Alliance (PLA) annual trade and education conference; 
• Maintain supportive and collaborative approach with fellow staff members on a consistent basis. 

 
The tasks in this position require the ability to exert moderate physical effort, typically involving some combination of 
stooping, kneeling, crouching and crawling. Lifting, carrying, pushing and/or pulling objects and materials of moderate 
weight (20 to 40 pounds) may be required. 
 
The employee in this position: 
• will be expected to have a valid California driver’s license 
• will operate office equipment and may be responsible to operate machinery necessary to perform job duties 
• may be required to work weekends and/or evenings 

 
Minimum qualifications 
The incumbent in this position is expected to have a Bachelor’s degree and five years of experience in related work or 
any combination of education, training and experience which provides the requisite knowledge, skills and abilities for 
this job. 
 
To apply for this job, email your resume to ceo@redwoodparks.org by November 1. 
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