
City of Vergas                Job Description 

 

 

POSITION TITLE:  Liquor Store Manager 

 

DEPARTMENT:  Liquor Store 

  

SUPERVISION RECEIVED:    City Clerk/Treasurer, Liquor Store Committee,  

                                                       City Council 

 

SUPERVISION EXERCISED:  Liquor Store Clerks 

 

FLSA STATUS: Full Time, Non-exempt 

         

Date of Latest Revision:  September 2021   
_______________________________________________________________________ 

 

I. Position Summary: 

 

Is a working manager performing the administrative work in managing the overall 

operations of the City of Vergas off-sale liquor store while also serving as a clerk for the 

store and supporting assigned city administrative operations. The position entails 

managing a number of systems, processes and activities; operation’s planning, 

purchasing, promoting sales, maintaining and planning inventory and budgeting.  Is 

directly responsible for sales and profitability and accountable for the store receipts and 

expenditures.  Develops and implements policy and procedures and provides the 

supervision of store personnel.  

 

II. Essential Functions of the Position: This section are major areas of accountability, 

priorities, key responsibilities, and recurring duties. The listing of duties is not 

exhaustive, but is inclusive of all duties, tasks, and subtasks that can be logically inferred 

are not specified.  

 

1. Leadership: 

• Overall authority in managing the functions of the municipal liquor store subject to 

city council policy guidance.  

• Organizes, directs and prioritizes the operations of municipal liquor store, establishes 

policy, and ensures adherence to city policies and applicable federal & state 

laws/rules/regulations.  

• Overall responsibility for communications and actions for human resources, 

inventory, pricing, and administrative practices.  

• Regularly informs the City Council of liquor store operations, programs, activity, new 

and revised policy, budget, profit, and trends.   

• Provides reports and assists the Liquor Store Committee and attends meetings of the 

City Council as directed or needed.  

• Promotes a positive and motivational work environment.  



2. Administration & Management:  

• Daily coordinates and controls the systems, processes and activities of the liquor 

store.  

• Responsible for the planning, budgeting and purchasing. 

• Handles and oversees the preparation and maintenance of complete and accurate 

records and ensures required reports are completed and submitted timely.  

• Further supervises the department by prioritizing, assigning, monitoring, and assisting 

work. Demonstrates by personal example the desired standards of conduct and work 

habits and promotes teamwork through communication, motivation and cooperation.  

 

3.   Sale Operations:  

• Maintains cash control by balancing and preparing daily cash report, prepares and 

makes daily bank deposit, and ensures adequate change is available for cash register.  

• Prepares and submits monthly sales report and handles purchases and the related  

decisions in ordering liquor, beer, wine and other merchandise and supplies.  

• Follows up with vendors on any missing or damaged items and reviews invoices for 

accuracy.  

• Manages the inventory and makes related decisions regarding pricing according to 

sales and profitability goals.  Conducts physical checks as necessary. 

• Determines methods to increase profitability of operations and decrease expenses, 

advertises specials and sales following state guidelines and oversees the promotional 

activities and communications. 

 

4. Store Maintenance: 

• Oversees and participates in the maintenance of the store appearance, regular building 

maintenance and maintenance of all department equipment.  Reports, coordinates and 

performs repair and services as appropriate. 

• Monitors and maintains the store electronic security system. 

• Maintains the digital liquor store sign and applies effective principles and practices 

regarding electronic communications, visual appeal, and advertising/marketing.  

 

5. Communications and Coordination with other City Departments: 

• Works closely with the City Clerk/Treasurer to coordinate work, provides daily sales 

reports and bank deposit slips, and receives input/feedback.  

• Coordinates work with other departments by sharing information, actively seeking 

input/feedback and informs elected officials about important issues and concerns.  

• Receives requests, complaints and information from the public and communicates to 

city staff and or City Council as indicated.  Conducts follow-up and resolution as 

appropriate. 

• Prepares and follow’s up on city business as assigned by the City Clerk/Treasurer. 

 

 

 

 

 



6.  Supervision of Department Personnel: 

• Maintains, and effectively recommends to the Liquor Store Committee/City Council, 

the full complement of supervisory functions for a supervised position as 

staffing/hiring, training, staff development, assigning and prioritizing work, 

reviewing work, coaching and evaluation performance, compensation/rewards, 

discipline/discharge per City policy and under Council’s final approval.  

• Oversees department daily work, supervises employee performance and reviews work 

output and reviews/submits bi-weekly time sheets.  

• Ensures completion and participation in mandatory and other job-related training 

needs. 

• Promotes workplace safety through ongoing efforts related to training and awareness.  

 

III. Examples of Performance Criteria: 

 

• Supports and promotes City policies, procedures, vision, and mission. 

• Establishes and maintains cooperative and productive relationships with a variety of 

people.  

• Represents the City through effective communication; verbally or in writing, via in 

person, phone, or correspondence. 

• Demonstrates time management, confidentiality, and the ability to read and analyze 

technical information.  

• Develops the necessary knowledge and skills to perform the duties and continually 

improve personal knowledge base and keep current with industry trends and new 

technologies.  

• Analyzes data, plan operations, prepares reports, provides reliable information and 

sound advice to promote decision making.  

• Promotes teamwork, safety, professionalism, and efficiency within the City. 

• Travel and attend meetings and respond to emergencies.  

 

IV. Minimum Requirements: 

 

• High school diploma or equivalent. 

• Two years’ experience in purchasing, sales, marketing/advertising, accounting, office 

management and inventory control. 

• At least two years of supervisory experience with specific responsibility for work 

scheduling, assigning/prioritizing/reviewing work, and coaching/motivating 

employees.  

• Knowledge of liquor store inventory products. 

• Computer skills including competency in work processing and spreadsheets or 

experience with point of sale software programs.  

• Proficiency at reading, interpreting, and communicating procedures and policies. 

 

 

 

 



V. Preferred Qualifications:  

 

• Coursework and or additional training and experience in marketing, purchasing, sales 

and accounting.  

• Experience in a Municipal Liquor Store. 

• Greater supervisory experience than listed in the minimum qualifications.  

• Experience with direct responsibility for one or more functions in a retail 

establishment. 

 

VI. Special Working Conditions: 

 

Work indoors a majority of time. Work in refrigerated cooler and check in deliveries 

outdoors in all types of weather. Can experience extended periods of standing and 

computer use with variably frequent sitting, rising, walking, and bending. Requires 

lifting, carrying or moving merchandise up to 40 pounds. This position is required to 

have hand and arm dexterity adequate to allow for extensive use of keyboards, to talk and 

hear with enough proficiency to allow for communicating by phone or in person and to 

have adequate vision to accommodate frequent viewing of computer screens and printed 

reports. The noise level is usually low to moderate. Flexibility to work business hours as 

well as work evening and weekend hours as needed or to attend meetings.  

 

The work environment and physical demands described here are representative of those 

an employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The functions, criteria, and qualifications are intended only as an illustration of various 

types of work performed and are not all inclusive. The job description does not constitute 

an employment agreement and is subject to change as the needs of the City and the 

requirements of the position change.  

 

 


