Example of Store Coordinator Job Description
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Our growing company is hiring for a store coordinator. Thank you in advance for

taking a look at the list of responsibilities and qualifications. We look forward to

reviewing your resume.

Responsibilities for store coordinator

Provide support for local store manager meetings, including but not limited
to guiding district manager assistants on hotel selection and effective
meeting planning

Accurately receive, unpack and prepare merchandise for selling floor
Prepare transfers, MOS, RTV and Customer sends

Create/edit/monitor daily and weekly communication messages to the field
organization

Responsible for consistent delivery of communications, programs and
initiatives to maximize use of available tools and other information

Manage the “corporate to field” communications cadence

Place orders for Store Concept Hardware

Communicate to all other business unit leaders the opening requirements
such as Marketing, Construction, Maintenance, Visual

Manage the retail field Intranet site including

Collection and collation of field generated reports (surveys, travel, alarm
hours, open positions report)

Qualifications for store coordinator

Ability to multi task particularly with multiple different subject matters
A year or more experience in stores

Currently SA1 or above position

Detail minded, studying each situation from different aspects






