Job Description - Retail Store Assistant Manager

Mutianyu Schoolhouse Artistic Glass (Beijing) Co., Ltd (MSAG) is a
company which develops, creates and promotes artistic glass through
its workshop located at Mutianyu Great Wall site. The founders are
Americans and Chinese Americans who bring many years of
business experience ranging from Fortune 500 to start-up enterprises
in a number of industries, including glass.

The first art glass workshop of its kind has been operational since
Aug, 2006.There will be glass blowing, guest artists on weekends and
a general introduction to art glass appreciation. MSAG has the
intention to expand into other areas such as fine dining glassware.

Position Title: Retail Store Assistant Manager for MSAG
Reports to: Deputy General Manager
Location: Mutianyu village (Great Wall)

Position Overview: The retail store assistant manager works closely
with the Retail Store Manager and Deputy General Manager of
MSAG on the day-to-day operations and management of the glass
gallery, keeps daily accounting of sales, handles the book keeping
and inventory records. The glass gallery is attached to the artistic
glassworks workshop. The retail store manager will meet and greet
customers, answer questions, and present the public face of the
artistic glassworks.

Main Responsibilities:

- Assist to maintain the artistic glass gallery

- Daily book keeping and inventory records

- Know the glass products

- Maintain high level product image through use of quality
packaging, etc.

- Assist with implementing all special events

- Assist with scheduling visiting glass blowing specialists for on
site performance

- Work with appropriate internal staff in implementing



promotional “give-aways”

Maintain records of consumer satisfaction system for
management feedback

Ensure artistic glass gallery is in presentable condition for
visitors

Other duties as assigned by the Deputy General Manager and
Retail Store Manager

Experience and Skills

Minimum 2-3 years prior experience in tourism and hospitality
industries, with multinational companies

Experience in basic inventory and accounting skills

Adept with using excel and word documents

Driving license useful

Key Competencies

Strong communications and interpersonal skills
Self motivated and works well under guidance
Trustworthy and loyal

English (spoken and written)
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