
 
   
  

 

 
 

Position Description 
 

Position: Merchandise Coordinator – Fresh Departments 
   
Division:  Merchandising & Logistics 
 
Reporting To: Department Manager, Merchandising Services  
 
Date Developed: February 2014   

 

 
 

Position Summary: 
 
Focusing primarily on retail operations as an integral part of a broader organizational 
team, the Merchandise Coordinator - Fresh Departments works to support the Co-op 
System to achieve excellence in merchandising & operational standards, retail 
execution & support of System programs.  This is done to maximize sales opportunities 
and profitability for Member Co-ops and relevant subsidiaries and promoting a positive 
image for the Co-op System through retail execution and the development of strategies 
to promote healthy eating. The Merchandise Coordinator – Fresh Departments initiates 
training of staff in assortment planning, product knowledge, customer service and 
product care, as well providing a key communication link between the retail team and 
home office. 
 
Duties & Responsibilities: 
 

 Establish a list of priority locations in consultation with Merchandising & Logistics 
and Member Management Services Divisions.  Visit designated locations based 
on an agreed to schedule to complete a call report, which checks key 
performance areas such as sales, sales ratio, shrink levels, margin percentage, 
proper merchandising, inventory control, pricing, and support of Arctic Co-
operatives Limited programs.   

 Meet with the Co-op staff and management on site to discuss and provide an 
action plan to help correct deficiencies and provide positive feedback on tasks 
already completed.  The report will also identify corrective action has been 
completed to correct any deficiencies from the previous report. 

 Working with the General Managers of retails of large to medium volume Co-ops 
that need to reach a higher level, develop a work plan using their budgeted sales 
and margin numbers that would help the Co-op improve overall operations and 
reach their budgeted goals.  

 Train General Managers to effectively manage & develop strong support staff 
and instill best practices.  
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 Assist the Training Department with the development of training plans/programs. 

 Initiate training of staff in product knowledge, customer service, product care and 
handling, Best Practices in Merchandising, ordering, culling and rotation, through 
hands on training at System locations &/or central or regional clinics.  

 Identify possible candidates and employees for further training and development.  

 Assist in the development and maintenance of outline specifications for 
equipment, small wares etc. 

 Participate in the planning process for renovations or new store development 
including the development of a department setup schedule, merchandising floor 
plan, and ordering schedules.  Assist the Member Co-op with setting up the 
equipment and merchandising the department along with on-site training for staff 
in preparation for opening day. 

 Monitor and track all fresh claims and work with Co-op Operations/MSS to 
determine issues and recommend solutions.  

 Provide recommendations and participate in the evaluation of vendors and 
supply programs relating to all fresh commodities. 

 Work with the Supply & Logistics Department to implement best practices in the 
storage and transportation of perishable merchandise to the Co-op System. 
 

Qualifications: 
 

 10 years experience in operating, supervising, overseeing fresh departments 
(produce, meat, deli, bakery, chilled dairy) within retail and/or wholesale 
merchandising environment. Preference to experience in more than one of these 
with priority in produce 

 Demonstrated ability to provide competitive assortments and pricing that will 
return acceptable margins on all programs and promotions 

 A high degree of computer competence; in particular the ability to work in numerous 
applications at one time and correlate information from one application to the next 
including basic understanding of basic file formats 

 Excel proficiency (intermediate level) is a must with the ability to create reports using 
filters, formulae, pivot tables and complex spreadsheets  

 Excellent communication skills (both verbal and written) 

 Excellent problem solving and analytical skills 

 Strong time management, organizational and administrative skills 

 A commitment to customer service and product quality 

 Ability to make a positive contribution within a team environment 

 Proven ability to work in a cross-cultural setting 

 Post secondary education in business related program or equivalent is a definite 
asset 

 Ability to travel as required (approx 50-60 days per year)  

 Relevant retail experience in remote northern communities is a definite asset 
 
 

 
 


