Job Title: Gift Shop Coordinator

Organization: Penticton Art Gallery
Job Type: Permanent Part time (28 hours/week with possibility of increasing to full time). 
Plus the occasional evenings and weekends as needed.
Language Required: English
Location: Penticton, BC
Application Deadline: 5 pm Monday January 24, 2022
Job Start Date: ASAP
Application e-mail: admin@pentictonartgallery.com
Salary: $20 hr 

Job Description:
Gift Shop Coordinator
Reports to: Director/Curator

Regular/Part Time (28 Hours per week)

Monday – Friday (1/2 hr unpaid lunch break) 

 * plus the occasional evenings and weekends as needed. 

The Penticton Art Gallery’s mission is to engage the public in an ongoing dialogue about issues and ideas that affect our numerous communities, as expressed through contemporary and historic art practices, while providing opportunities for the public to interact with artists and the artistic process. This is supported by the creation of education and outreach programs to engage our community in local, regional, and global issues while also being attentive to cultural and gender diversity and the work of Indigenous artists. We envision a gallery accessible to everyone as a vibrant public space in service of our community, to foster greater social engagement, critical thinking, and creativity.

The Penticton Art Gallery acknowledges that the land on which we gather is the unceded, traditional territory of the syilx (Okanagan) Peoples. 

If you are seeking a dynamic, multi-faceted work environment then the position of Gift Shop Coordinator may be the right challenge for you.

Position Summary:
The Penticton Art Gallery is looking for a highly organized, detail-oriented and caring individual to join our team as our Gift Shop Coordinator. 

The Gift Shop Coordinator oversees the day-to-day operations of the gallery’s gift shop with the intention to strategically improve the gallery’s retail activities in alignment with the gallery's mission, mandate and values. The Gift Shop Coordinator will seek out and purchase merchandise for the store, develop gallery and exhibition appropriate merchandise, maintain inventory control and manage the gift shop schedule. Most importantly, the Gift Shop Coordinator is a positive role model who is knowledgeable, inspiring, and thoughtful, ensuring gallery visitors have an exemplary customer service experience.

Key Responsibilities:
• Develop and manage an annual budget for the gift shop and provide regular monthly and quarterly reports to the Director/Curator and the Board 


 • Order, receive and manage all store inventory both in-house and online.

• Oversee merchandising plan of gift shop, implementing regular changes to the store displays.

• Maximize the online retail operations including ensuring good customer service, product delivery and regular updates and improvements to the site.

• Execute a sales promotion plan for the year utilizing a mix of digital and traditional media.

• Coordinate an annual marketing and promotion plan.

• Manage the gift shops Instagram page.

• Develop wholesale supplier relationships with relevant retailers and support the development of new branded products. Uphold the PAG’s mission of supporting Artisan’s products that are made in Canada.

• Maintain and build the stability and reputation of the Gallery store by complying with all legal requirements.

• Explore ways to create gallery specific merchandise in conjunction to further promote the Gallery's brand by taking advantage of gallery assets such as the Permanent Collection.  

• Work with Gallery staff to ensure store merchandise is relevant to the PAG’s mission, exhibitions and programs and maximizing financial returns.

• Ensure the availability of merchandise and consigned goods by developing and maintaining relationships with gallery vendors, approving contracts, maintaining inventories and building and supporting relationships.


 • Undertake an annual inventory.  

• Create a climate of excellent customer service and provide customer service training, leadership and assistance when necessary to the volunteers.

• Ensure the gift shop area is tidy, clean and welcoming for visitors.

• The Gift Shop Coordinator will also occasionally fill in for the Visitor Services Coordinator as required. 

How to Apply
                                                                                                                                                                                                                                                                                                                                                     The Penticton Art Gallery  is committed to employment equity and diversity in the workplace and welcomes applications from women, members of racialized groups/visible minorities, Indigenous persons, persons with disabilities, persons of any sexual orientation, and persons of any gender identity or gender expression. We welcome applications from all qualified candidates.

Interested applicants are asked to apply online to job reference by 5:00 pm on Monday January 24, 2022.  

Please send a cover letter detailing your qualifications and your experience along with your resume, in a PDF format with the subject line “Gift Shop Coordinator” by e-mail to: admin@pentictonartgallery.com
