
CHANUTE BOOKSTORE COORDINATOR 
 

Reports to:  Chief Financial Officer 
Classification:  Full-time, 12-month Employee 

Pay Status:  Management Support, Exempt 
Fringe Benefits per Board Policy 

Starting Salary Range:  $28,000 – 32,000 
Revised:  May 2019 

 
 
The Chanute Bookstore Coordinator reports to the Chief Financial Officer. The Chanute Bookstore 
Coordinator is responsible for the sale and rental of textbooks and related materials, as well as sale of 
college merchandise. The Coordinator should endeavor to meet the needs of our students, faculty, staff, 
general public, and make sure that each visit is an enjoyable one.  Duties include, but are not limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Duties and Responsibilities 

1. Coordinate of the operations of the Chanute bookstore including staffing and supervision, shipping and 
receiving, pricing, stocking and other retail sales activities; 

2. Order books for the Chanute and Ottawa campuses and outreach, order new textbooks on written 
notification of the Vice President of Student Learning, update an edition of a textbook already in use, 
and notify instructors of pending new edition; 

3. Work with the dean of outreach and workforce development in ordering, boxing and re-stocking 
outreach books; 

4. Supervise book buy-back of reusable, resalable textbooks, post in the bookstore a list of books that will 
not be bought back, and repair reusable books; 

5. Notify the Ottawa campus and the dean of outreach and workforce development of changes 
concerning buy-back, new editions, and returns to keep inventory current; 

6. Maintain the master book data base 
7. Administer the book rental program which involves running the book loan scholarship query each 

semester; 
8. Work with instructors to have special class materials on hand; 
9. Unpack, organize and display books, garments and other merchandise; 
10. Maintain the accuracy of inventory, return and re-stock books and regularly verify inventory in a timely 

manner; 
11. Coordinate book deliveries to and from the Chanute bookstore as necessary; 
12. Balance receipts, make daily bank deposits, and record sales daily; 
13. Record student charges daily via the MBS/Jenzabar electronic interface; 
14. Maintain the Chanute bookstore point of sale database; 
15. Keep accurate up-to-date bookstore records;  
16. Open the bookstore for college events such as basketball games and wrestling matches; 
17. Design and maintain display windows in the bookstore and Sanders Hall; 
18. Ensure that the bookstore facilities are clean and well-maintained; 
19. Complete annual bookstore inventory for both campuses as of June 30; 
20. Maintain customer service, assist customers as they enter the store, properly answering the phone, and 

assist with textbook and merchandise information.   



21. Maintain and forward to the Business Office a monthly accounting of departmental bookstore and 
vehicle charges. 

22. Continue to obtain new knowledge, skills and training with our online book processing system (TA/GM 
Online), including data entry, information retrieval, and reporting.  

23. Perform other duties assigned by the Chief Financial Officer.  
 

Required Knowledge, Skills, and Abilities 

1. A pleasant demeanor when working with students, faculty, staff, and the general public.  
2. Accounting skills are a must. 
3. Exceptional attention to detail and accuracy; excellent organizational skills; excellent verbal and written 

communications skills; comfort, and familiarity with computers, and outstanding data entry skills. 
4. Proficiency in Microsoft Excel, PowerPoint, Word, and Outlook software programs and databases 

required. 
5. Ability to work in a bookstore/office environment where each employee assumes multiple 

responsibilities. 
6. Ability to work well under pressure and to reliably meet deadlines in a fast-paced environment. 
7. Excellent customer service skills. 
8.  Confidentiality of information. 
 
Education and Experience 

1. Associates degree in related field preferred; AND 2 years of work experience required, preferably in 
area of responsibilities of position;  

2. OR High School diploma or GED required plus 5 years of work experience in area of responsibilities 
required. 

Working Conditions 

1. The noise level in the work environment is moderately noisy. 
2. While performing duties of this job, the employee is required to use hands to finger, handle, or operate 

objects, tools, or controls; and to reach with hands and arms. 
3. The employee is required to walk, sit, stand, talk and hear. 
4. Specific vision abilities required by this job include close vision and the ability to adjust focus. 
5. Ability to lift and transport boxes weighing 50 pounds is required. 
6. Ability to reach and work overhead is required. 
7. Some overtime may be required, as well as some flexibility in occasional early or late hours. 
 

Application: 
Please submit a letter of application, resume with names and phones numbers of five references unofficial 
transcripts, and NCCC employment application to: 
 
Human Resources Director, Bookstore Coordinator-Chanute, Neosho County Community College, 800 West 
14th Street, Chanute, KS 66720 or Email to hr@neosho.edu. Employment application available at 
www.neosho.edu/careers.aspx. Review of applications begins upon receipt.  
 

NCCC is an EOE/AA employer 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 

http://www.neosho.edu/careers.aspx
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf

