
                                                                                               
  
 
 
Assistant Manager / Buyer, Retail  
Canadian Museum for Human Rights 
Winnipeg, Manitoba, Canada  
 

Overview 
 
The Canadian Museum for Human Rights (CMHR), currently under construction in Winnipeg, Manitoba, is 
the first museum in the world solely dedicated to the evolution, celebration and future of human rights. Set 
to open in September 2014, it is the first national museum in Canada to be built outside the National Capital 
Region. The CMHR is an “idea museum” with a strong focus on creating inspiring encounters with human 
rights.  We are seeking talented individuals who are prepared to share their passion and commitment to 
join our team. 
Help build a world-class museum that will enhance the public’s understanding of human rights, promote 
respect for others and encourage reflection and dialogue. 
 
Responsibilities 
 
Reporting to the Manager, Retail, Branding and Licensing, the Assistant Manager/ Buyer will be responsible 
for expanding the Museum’s visitor experience by offering exceptional customer service in retail by assisting 
the retail Manager with administrative tasks, data entry, sales reports, visual merchandising, daily bank 
deposits, cash reconciliation, scheduling and supervising. The Assistant Manager/ Buyer will be responsible 
for the day-to-day activities in the coordination of retail activities, understand and train in operating the 
POS and Inventory Management software, developing training modules integrating volunteers and staff. 
They will assist the Manager, Retail, Branding and Licensing in preparations for quarterly and annual 
physical inventory counts and reconciliation. Operate and maintain retail store equipment, systems and 
supplies. 
 
This position may be required to work evenings, weekends, holidays and during special events. 
 

 Manages the inventory management for the retail store, including data entry and processes of Web 
sales, responds to online requests, arranges shipping of goods and assists with updates to shop 
online.  

 Forecasts, plan for buying season by developing a product development strategy, and determining 
price points to achieve profit margins.  

 In coordination with the Manager, Retail, Branding and Licensing, plans and procures the 
merchandise assortment and product development strategy for the Museum’s retail store.  

 Attends trade shows; builds relationships with suppliers, vendors, artists and artisans. 

 Researches the terms and conditions of all purchases by requesting product information, sources of 
materials and means of production. 

 Negotiates the terms and conditions to achieve fair pricing and optimizes revenue generating 
capacity and works with Manager, Retail, Branding and Licensing to reach a decision. 

 Determines appropriate pricing based on quantities ordered, factor duty, brokerage and shipping 
fees as well as other associated costs.  



                                                                                               
  
 
 

 Ensures products meet ethical purchasing policy.  

 Manages the visual merchandising, stocks shelves, creates in store signage and assists with creative 
content for marketing collateral.  

 Liaises with various departments at the museum for enhanced visitor experience. 

 Generates sales reports and other reports requested by Manager, Retail, Branding and Licensing.  

 Reviews sales and stock levels as well as recommends re-order quantities. 

 Provides direction to retail staff and volunteers and be responsible for training and supervising the 

daily operations of the retail store.  

 Overrides cashier, follow up on backorders, place re-orders and claim missing or damaged orders.  

 Responds to customer concerns 

 May be responsible for daily cash out discrepancies and inventory shrinkage issues.  

Qualifications 

Requirements for this position are as follows: 

Skills and Knowledge – Required 

  Minimum of 5 years of related retail experience in a giftware/bookselling setting. 

 Demonstrated hands on experience and knowledge in all of the following areas: Customer Service & 
Sales; Merchandising & Store Aesthetics; Inventory Management; Purchasing; Product 
Development; General Retail Accounting policies & procedures; Marketing including store events 
and programming where relevant. 

 Demonstrated experience supervising staff and scheduling  

 Demonstrated ability to operate POS systems 

 Proficient in MS Office, Outlook, Work, Excel and Powerpoint.  

 Basic knowledge of general retail accounting policies and procedures.  

 

Skills and Knowledge – Desired  
 

  Ability to communicate in both official languages, oral and written. 

 Excellent customer service skills 

 Demonstrated ability to effectively resolve customer concerns 

 Innovating and a strategic thinker 

 Experience with principles of Fair Trade and a commitment to Human Rights initiatives in 
commerce. 

 Experience working with and managing volunteers. 
 

Attributes 

 

  Exceptional interpersonal skills 



                                                                                               
  
 
 

 Adaptable. Ability to work in a changing environment 

 Judgment, sensitivity, tact and diplomacy in dealing with the public 

 Ability to work independently and within a team 

 Ability to work under pressure 
 

Working Conditions & Physical Demands 

  Some heavy lifting occasionally required (up to 25 lbs) 

 May require standing for long periods of time 

 May require bending, reaching and lifting as well as use of a ladder in stocking shelves 

 May be required to work evening, weekends, holidays and during special events. 

 Some travel required.  
 

Application Procedure  
 
Interested applicants should submit a letter of interest and a current resume through the museum’s Career 
page at www.museumforhumanrights.ca. The closing date is February 24, 2014. 
 
The CMHR encourages diversity in all aspects of its operations. If you are a person with a disability and 
require accommodation in order to successfully submit an application, please contact us at 
info@museumforhumanrights.ca to make your accommodation request. 
 
All applicants will receive a confirmation of the receipt of their application. We thank all applicants for their 
interest, however, only those selected for an interview will be contacted. 
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