Job Description 

Date                                             
Job Title Convenience Store Manager  
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

35%
	     

	
Standing:
35%
	     

	
Walking:
30%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	may use ladder 

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Employee performs a combination of duties and activities to manage all aspects of convenience store operations. 



Essential Functions of the Job:
Open and close store.  Hires, trains, supervises, fires, and schedules workforce.  Assigns and follows up on tasks.  Oversees spacing, cleanliness, store maintenance, store safety.  Performs administrative tasks of budgeting, inventory, ordering, pricing.  Ability to fill in for employees performing all of their duties: cashier, operate gas consoles, fill window wash solutions at gas islands, stock merchandise, sweep, mop, and garbage removal.
Types of Machines, Tools, Special Equipment:

computer, adding machine, cash register.
Vehicles or Moving Equipment Operated:

None
