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Job Description 
 
Position Title:   Convenience Store (C Store)Manager 
Reports to:  General Manager 
Location:   Iqaluit, Nunavut  
 
This position is a permanent management position that requires relocation to Iqaluit, Nunavut. 
 
The compensation package includes: competitive salary, subsidized housing, relocation 
assistance, Northern Allowance, annual vacation, travel allowance, an employer-matched 
pension and a comprehensive group benefits plan.   
 
Iqaluit  is the fastest growing community in Nunavut.  It is a modern community in the north 
with government services, restaurants, schools, hotels, a new hospital and they are currently 
constructing a new airport.  Arctic Ventures Marketplace is a “one-stop shop” for local residents 
of Iqaluit. It is comprised of approximately 25,123 square feet with 17,233 square feet of retail 
space, across three floors.  The operations fall into the following major divisions: Food (produce, 
meat, dairy, frozen and dry food), The Source (cell phones, voice/data plans and satellite dishes), 
General Merchandise (furniture, clothing, books, toys), and Marketplace Video and Convenience 
(renting and selling videos, music and posters) and an Airport Convenience store.  There are 
approximately 70 employees in the operation. Come join a winning team as Arctic Ventures' was 
named 2016 "Business of the Year" by the Baffin Regional Chamber of Commerce. 
 

   
 
Position Summary 
Reporting to the General Manager of Arctic Ventures Marketplace, this position is responsible to 
stock shelves, unload and handle freight, place and physically pick up bi-weekly orders, prepare 
quick serve meals and serve customers. Management duties include: managing inventory, video 
rental database, staff schedules and video store staff. This position is also responsible for the 
profit and loss statements for the c-store. 
 
Duties & Responsibilities 

 Stock shelves, verifying expiry date to ensure older stock is sold first and minimize spoilage 

 Balance cash daily 

 Produce reports as requested 

 Price stock according to instructions of the General Manager 
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 Keep serving area clean and tidy 

 Record spoilage on price change report 

 Maintain backroom in a neat and tidy condition 

 Unload freight from Airport and Arctic Ventures Marketplace 

 Serve customers directly and provide superior customer service 

 Assist with inventory count 

 Managing inventory, merchandising displays 

 Weekly schedules of employees and ensure locations opening and closing procedures are 
followed 

 Other duties as may be assigned from time to time 
 
Qualifications Required 

 Ability to attend work regularly and on time.  The convenience store is open noon-10pm daily 
and the manager must be available during these hours as needed. 

 Ability to lift, carry and push items weighing up to 50lbs at one time. 

 Ability to work various shifts as required for the operation of the store (i.e. before, after and 
during store hours.) 

 Basic math, reading, and writing skills in completing inventory count and record-keeping. 

 Strong customer service skills. 

 Previous supervisory experience. 
 

Working conditions: 

 This is a Management position, extended hours of work, including 10-12 hours per day, 5-6 
days per week are not unusual in a retail operation due to the multi-faceted nature of the 
Co-operative. 

 Access to medical facilities in the Canadian Arctic is sometimes limited. 
 
 
For more information on Iqaluit http://www.city.iqaluit.nu.ca/ and 
http://www.nunavuttourism.com/regions-communities/iqaluit  
 
For more information on the Arctic Co-operatives system:  www.arctic.coop  
 
Please send your resume to humanresources@arctic.coop  
 
We want to thank everyone in advance for your application but only those selected to begin the 
recruitment process will be contacted. 
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