
  

Career Opportunity 

Title Food Store Manager 

Co-op Yellowknife Direct Charge Co-op  

Location Yellowknife, Northwest Territories 

 

Benefits of working at Yellowknife Co-op include:  a competitive salary, annual vacation, 
employer-matched pension plan, comprehensive group benefits plan, career development 
opportunities, and annual performance plan. 

 
As the capital of the Northwest Territories, Yellowknife has a lot to offer, from shopping in upscale 
boutiques and fine dining in award-winning restaurants to almost unlimited recreational opportunities. 
Located on the shores of the Great Slave Lake, this vibrant and prosperous city is known for its midnight 
sun, aurora borealis and a unique blend of northern culture and bustling city living. 
Yellowknife Co-op is a retail consumer co-operative that provides a fast paced, growth oriented work 
environment. Our team has a reputation for providing fair prices and the best customer service in the 
North. If you think you’ve got what it takes to work and play here, we’d like to hear from you today. 

 

Duties and Responsibilities 

Reporting to the YK Co-op General Manager, the Food Store Manager will be responsible to assist the 
General Manager with the overall  organization, coordination and direction of the departments of YK Co-
op including the C Store. 
The Food Store Manager will play a pivotal, hands on role in building strong customer relationships 
based on the principles of professional, friendly and efficient customer service.  
 
Responsibilities will include the following: 
 

 To organize, direct and co-ordinate the operations of the store to achieve budgeted goals. 

 To co-ordinate the work of all departments. 

 Maintain consistent buying and selling policies. 

 To direct the preparation of sales and promotional events. 

 To provide “You’re at Home Here” level of customer service satisfaction. 

 To be responsible for accounting and reporting procedures as required. 

 To assume responsibility for maintenance of competitive prices and initiating price checks. 

 To be responsible for security of buildings, cash, property and equipment, maintenance, etc., at the 
store. 

 To administer the personnel policy and union agreements in consultation with the General 
Manager. 

 
 

http://www.ykcoop.com/wps/portal/crs/yellowknife


KEY JOB ELEMENTS 

Merchandising 

1. Promote the sale of Co-op label merchandise while complying with the Co-operative's purchasing 
policy. 

2. Ensure maintenance of adequate inventories. 
3. Responsible for pricing all merchandise in accordance with association mark-up and margin policy. 
4. Responsible for all orders for the  departments within the limits of the association open to buy and 

inventory control program to satisfy member and customer requirements keeping in mind such 
areas as the right merchandise, at the right price, at the right time, in the right place and in the right 
quantity. 

5. Responsible for receiving and warehousing practises of department merchandise. 
6. Ensure the quality and condition of all merchandise meets the Co-operative's standards. 
7. Supervise and initiate attractive balanced displays of merchandise, maintaining counter efficiency, 

sales per square foot, etc. 
8. Initiate sale of slow-moving merchandise and/or discontinue slow-moving and obsolete lines. 
9. To eliminate unnecessary duplication of lines. 
 
Financing & Operations 

 1. Accountable for following of the credit policy. 
 2. Scrutinize all operating statements for the store in order to ensure efficient operations and to 

initiate immediate remedial action where necessary. 
 3. Compile an annual budget of the store for the approval of his supervisor. 
4.  Compile an annual Business Plan and 5 Year Plan in consultation with Department Managers for 

approval of General Manager. 
 5. Recommend major maintenance repairs and expense items to General Manager. 
 6. Prepare in collaboration with General Manager, all departmental operating procedures. 
 7. Responsible for proper transferring and mark down records as per Co-operative policy. 
 8. Responsible for proper housekeeping in the store. 
 9. Responsible for the maintenance of the Co-operative's equipment and premises. 
10. Exercise supervisory control over proper patronage identification, also insuring the sales are 

properly departmentalized. 
11. Assume responsibility for all cash handled as directed by the General Manager. 
12. Responsible for the taking of accurate inventories as directed, complying with proper classification 

and authorization of purchase invoices. 
13. To be alert for all unauthorized removal of merchandise and/or pilferage and to observe proper 

security measures. 
 
Personnel 

 1. Administer the personnel matters under his jurisdiction which involves: 
 a) Handling all staff grievances within the store referring unusual cases to General Manager. 
 b) Employing, motivating, promoting, demoting or discharging. 
 c) Personnel policies for his employees in regard to such items as salary, hours of work, 
overtime, promotions, etc., and to promote good management relations. 
 d) Responsible for on-the-job instruction and training of staff within the departments. 



 e) Develop a subordinate in managerial duties to relieve when necessary. 
 2. Keep current of modern techniques in the field of retail operations by maintaining trade contracts, 

by the study of technical literature and by other appropriate means. 
 
Public Relations 

 1. Take specific measures in order to rectify and adjust customer complaints. 
 2. Actively engage in programs aimed at promoting: 
  a) Good member and customer relations. 
 b) Increasing sales volume. 
 c) Continually improving and customer service. 
 3. Oversee and assist with advertising material which will be required in accordance with the Co-

operative's advertising program. 
 4. Ensure the practice of safety regulations by staff members and customers and promote the 

elimination of hazardous conditions. 
 
General 

 1. Attend such special and general meetings as are required which may include: 
 a) Co-operative annual meeting. 
 b) Managerial meetings. 
 c) Periodic meetings with Departments. 
 
KEY PERFORMANCE AREAS 
 
Key Performance Area #1  

Responsible for meeting or exceeding all operational budgeted goals set for the forecast period. 
 
Measurement 
 
1. Sales:  Not to be below budget for any four week period. 
2. M.H.P.:  Is on or above budget for comparable departments. 
3. Employee Costs:  Is on or better than budget for comparable departments. 
4. Gross Margins:  Is on or above budget for comparable departments. 
5. Stock Turns:  Maintain a sound inventory to sales ratio so that budgeted turns will be achieved. 
6. Operating Costs:  Must be maintained on or better than budget. 
7. Net Savings:  Must be on or above budget for period. 
 
Key Performance Area #2 
 
To provide customer service and satisfaction to Co-op standards.  Initiate and maintain effective 
customer relations and communications. 
 
Measurement 
 
1. Not more than three customers in line before opening next lane. 
2. Customers must not wait for courtesy service longer than 2 calls or 30 seconds. 



3. All customers leaving the Centre with a cart will be offered courtesy service. 
4. Customer traffic flow not to be impeded on sales floor.  Stocking carts to be kept to a minimum on 

sales floor during shopping hours. 
5. Ensure the pricing procedure is followed limiting the price checks to not more than 6 per lane per 

day. 
6. Ensure that all customer complaints are handled courteously and efficiently. 
 
Key Performance Area #3 
 
To present a neat, clean well-merchandised department and related areas (warehouse, coolers, 
freezers, office, etc.). 
 
Measurement 
 
1. All gondola shelves are to be 100% full and faced of available product by 10:00 a.m.  
2. All advertised items to be displayed and signed by 10:00 a.m. Friday.  All late arrivals to be displayed 

immediately upon arrival. 
3. Sufficient inventory of advertised specials must be carried to maintain adequate displays. If 

adequate product is not available the display must be removed.  
4. High velocity sections are well stocked at all times.  e.g. (CPP, MTO, In-store, Advertising, Dairy, 

Freezer, Bakery). 
5. Institute and maintain a cleaning schedule with dates for all areas of the department according to 

Association standards, as follows: 
 a) All breakage, spills, hazardous items cleaned up immediately. 
 b) All shelves are to be cleaned by staff before stocking. 
 c) Floor coolers (milk and eggs) are cleaned each week and defrosted every 3 months. 
 d) All other floor coolers and freezers are defrosted and cleaned every 3 months.  Spot freezers 
every 2 weeks. 
 e) Walk in coolers are to be cleaned every week and defrosted every inventory. 
 f) Walk in freezers are to be cleaned every week, defrosted every 6 months. 
 g) Infestation areas (flour, cereal, grains) and high spillage areas (pop, soup, sugar) are to be 
cleaned down to the tiles on a monthly basis. 
 h) Warehouse and dock area to be cleaned daily. 
 i) Warehouse floor to be swept daily and washed once a week. 
 j) Once a year, all bottom shelves are to be removed, kick panels straightened and the floor 
cleaned. 
 k) All fixed end units and bases are to be removed and floors thoroughly cleaned once a year. 
 
Key Performance Area #4 
 
In conjunction with the General Manager, is responsible for the acquisition, training and development 
of all human resources within the departments.  To initiate and maintain open lines of communication 
with all staff. 
 
Measurement 
 
1. Must interview, screen and hire all full time staff. 
2. Must supervise and assist in the interviewing and hiring of all part time staff. 



3. Must co-ordinate and supervise the orientation of all staff members to store and company policies 
and procedures on the first day of work. 

4. Must distribute job descriptions and standards of performance for all positions in the department.  
Both to be explained to all new staff on the first day of work. 

5. Must evaluate all full and part time staff members.  (Evaluations to be completed and returned to 
the immediate supervisor not later than two weeks after receiving.) 

a) All new employee starts and reclassifications shall be reviewed at 60 days during probationary 
period. Completed BEFORE probation period expires. 

 b) All full time employees shall be reviewed at increment changes and yearly thereafter. 
 c) All part time employees shall be reviewed at increment changes and yearly thereafter. 
 6. Co-ordinate and supervise any corrective action which may be required for staff members.  (Review 

job duties and responsibilities, standards of performance).  Letters of Warning and terminations 
where necessary. 

 7. Co-ordinate and supervise staff meetings, minimum of one per month with each group - cashiers, 
courtesy clerks, night crew, etc. 

 8. Co-ordinate, check and approve the weekly schedule of hours when required. 
 9. Ensure all staff's appearance and conduct is in accordance with Co-op standards. 
11. Develop the proficiency of the employees, delegating responsibilities and authority as progression 

warrants. 
12. To maintain productivity standards for all Grocery Departments under normal circumstances. 

 Stocking crews:  To average 30 cases per hour (with two months experience). 
 Cashiers:  To average 20 items per minute and correct any errors (after three months 

experience). 
 
Key Performance Area #5 
 
Directly responsible for the procurement of all merchandise  in all departments. 
 
Measurement 
 
1. To place orders with approved suppliers as per schedule and Co-op policy. 
2. All required functions are carried out in accordance with the Co-op's Policy and Procedure Manual in 

regard to receiving claims and pricing. 
3. All best before coded merchandise to be rotated each time new product arrives.  Basic groceries 

should be rotated on a regular basis. 
4. Price checks to be done regularly; one per month. 
5. Co-ordinate space allocations for new items and deletes. 
 
Key Performance Area #6 
 
Responsible for the co-ordination and supervision of all safety and security policies. 
 
1. All staff be made aware of security and safety regulations. 
2. Monitor daily and investigate any shortage within the department, (materials and money). 
3. Supervise cash count and security of monies daily. 
4. Maintain security on all warehouse doors at all times. 
 
Continued... 



Key Performance Area #7 
 
Responsible for the proper care and maintenance of all equipment pertaining to the grocery 
operations; informing the General Manager of unusual or major expense items. 
 
Measurement 
 
1. E.O.S. equipment to be maintained in proper working order. 
2. All refrigeration temperatures checked daily, (fans, thermometers, compressors, etc.). 
3. Rolling equipment to be kept clean, (steam cleaned minimum three times per year). 
4. Cooler and freezer doors to be kept closed at all times. 
 
Perform other duties and assume additional responsibilities as required by the Co-op. 

  

Qualifications 

 Five to ten years retail management experience in food operations preferred.  

 Strong financial management skills including the ability to review and analyze financial statements.  

 Ability to manage inventory levels, order stock and price products to achieve gross margin targets. 

 Excellent people management skills in a cross-cultural environment.  

 Strong oral and written communication skills.  

 Possesses superior interpersonal skills, with a commitment to providing exceptional "You're at 
Home Here" customer service. 

 Knowledge and experience with MS Office programs and other technical aspects including the 
operation and administration of Point of Sale (POS) computer systems.  

 Highly organized. 

 Strong skills taking initiative. 

 Excellent problem solving and decision making skills. 
 

If you do not currently reside in Yellowknife, this position could also include assistance with relocation. 

 

Applications are being accepted via email to Arctic Co-operatives Limited  

Human Resources or by fax 204-632-8575  

 

 

mailto:humanresources@arctic.coop

