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Kīlauea Point Natural History Association 
Friends of the Kauaʻi National Wildlife Refuge Complex 

 
 
Position: Nature Store Manager 
 
Description: 
The Nature Store Manager is responsible and accountable for overall management of the Kīlauea Point 
Natural History Association (KPNHA) Nature Store. This includes ensuring great customer service, 
understanding and implementing the financial objectives of the retail business, hiring and overseeing 
the Store staff members, attending to the day-to-day operation of the Store, and helping to fulfill the 
mission of KPNHA. 
 
Reports to:  Executive Director 
 
Key Responsibilities: 

 Achieve financial objectives by preparing and reviewing annual and monthly sales goals, 
scheduling expenditures, analyzing business results, and developing and executing promotional 
initiatives to support sales goals. 

 Ensure that Store staffing needs are met by recruiting, hiring, training and managing the 
Assistant Manager and Sales Associates.   

 Create the staff schedule, monitor and maintain appropriate staffing levels, balance requests 
for time off, assign daily and recurring tasks to team members, and provide feedback to 
employees on work results. 

 Conduct employee reviews, identify areas for team member growth and development, and 
maintain employee files.  

 Provide consistent leadership and motivational support to sales team. Provide training and 
product orientation to sales team. Maintain a positive work environment and spirit of aloha. 

 Maintain inventory levels to maximize sales, including but not limited to: purchasing, receiving, 
tracking, storeroom maintenance, re-ordering, inventory turn and maintaining a consistent and 
profitable cost of goods.  

 Conduct regular and thorough physical inventory counts and work with Accounting Consultant 
to ensure the integrity of reporting data. 

 Develop and implement procedures for proper inventory control management and shrinkage. 
 Maintain product mix to maximize sales revenues. Identify historical and emerging sales trends 

to support new product development and identify items to eliminate. Work with FWS 
colleagues to ensure that the product mix meets FWS guidelines, goals and objectives. 

 Support revenue goals by developing and implementing marketing and promotional initiatives, 
maintaining and evolving merchandise displays, scheduling in-store events and implementing 
sales promotions and clearance sales, as needed. 

 Maintain and update as necessary the “Store Policies and Procedures Manual” and ensure that 
the store environment is in compliance.  Ensure that the Store complies with all legal 
requirements and maintains necessary sales licenses. 

 Maintain a safe, attractive and clean store environment. Work with FWS to identify and 
complete facility repairs. 
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 Maintain and grow working knowledge of QuickBooks POS software, train staff on the proper 
use of the system, trouble-shoot and coordinate tech support as needed. 

 Process and/or oversee Daily Reconciliations. Identify and correct discrepancies.  Sync POS to 
QuickBooks accounting software. Prepare bank deposits. 

 Pick up product shipments from the Post Office. 
 Process mail order requests. 
 Model appropriate sales floor duties and perform, as needed, to ensure proper staffing levels. 
 Provide customers and visitors information about the Refuge and help enrich their visit. Work 

with FWS team to provide training for Sales Associates and ensure consistency of information 
shared. 

 

Skills and Qualifications: 
 Five years’ successful management experience in a retail store or equivalent environment. 
 Proficiency in analyzing, interpreting and responding to retail operations sales and financial 

data 
 Demonstrated leadership and management experience 
 Strong communications and organizational skills 
 Enthusiastic, positive attitude and ability to motivate others 
 Experience working with QuickBooks POS or other retail software 
 Strong computer skills and proficiency in Microsoft Office Suite 
 Flexible schedule and ability to cover team member shifts, as needed  

 
Miscellaneous: 
This is a non-exempt position with a regular work schedule of 32+ hours per week.  Benefits are 
available including paid time off and access to medical, dental, and vision insurance. 
 


