
POSITION ANNOUNCEMENT – PLEASE POST 

POSITION TITLE:  Assistant Manager 
PROGRAM:   Village Market 
OPENING DATE:  September 11, 2015 
CLOSING DATE:  September 28, 2015 
HOURS/WEEK:  40 
STATUS:   Regular, Benefit-eligible, Exempt 
 
 

SCHEDULE:  To be determined but expected to include day, evening and week-end hours.  
 
WAGE/BENEFITS:  $2,600.00 per month. Janus offers an excellent benefits program including medical, dental, life & 
long-term disability insurance; EAP; 401(k) and paid time off (varied eligibility waiting periods apply). Voluntary 
optional coverages are also available. 
 
TO APPLY:  Submit a resume and cover letter to Ryan Schoonover, c/o 707 NE Couch St., Portland, OR  97232 or by e-
mail to  rschoonover@janusyouth.org. 
 
Due to the volume of applications received, we regret that we can contact only those applicants who are invited to 
interview.  If it happens that you are not contacted to arrange an interview, please know that we are grateful for 
your interest in employment opportunities at Janus Youth Programs. 
 
Janus Youth Programs, Inc. is an Equal Opportunity Employer.  Find out more about Janus at our website, 
www.janusyouth.org! 
 

SUMMARY:  The Village Market is a non-profit, community-designed and operated, healthy corner grocery store in 
the heart of New Columbia in North Portland.  Village Market strives to build community, promote health, offer 
fresh and healthy produce, grocery and prepared food items. 
 
The Assistant Store Manager will assist the Store Manager in planning, organizing and directing all store activities. 
This will include providing excellent customer service, inventory control, shift scheduling, store promotions and 
sales, implementing safety practices, processing invoices, preparing deposits, maintaining store merchandising 
sets, and creating a welcoming, safe and clean environment within the Market. It will also include supervising staff, 
providing coaching and mentoring, and assisting in evaluating the performance of staff.   
 
The Assistant Store Manager will assume primary responsibility, as directed, for several store departments. Such 
responsibilities include monitoring inventory and sales trends, building strong working relationships with vendors, 
and ordering products. 
 
QUALIFICATIONS  Any combination of education, experience and training that demonstrates the ability to perform 
the duties of the position is qualifying.  This would typically include: 

 Experience demonstrating the successful management of a grocery operation, or a department within a larger 
store. Direct grocery management preferred.  

 Experience in hiring and providing staff supervision, including monitoring performance standards and 
addressing concerns, as needed.  

 Experience in developing budgets, preparing accurate financial reports, and making sound sales projections 

 Experience with grocery store processes – purchasing, pricing, inventory management, marketing, 
merchandising, and point-of-sale systems 

 Experience demonstrating an understanding of the cultural traditions, norms and histories of low-income, 
urban African American, Latino, and African Immigrant communities sufficient to build effective relationships.  
Personal life experience will be valued. 

 Experience demonstrating an understanding of the complex challenges and strengths present in poverty 
communities.  

 Preference may be extended to current employees of Janus Youth Programs, Inc. 



 
 Required Abilities:   
1. Values working in a multicultural/diverse environment. 
2. Ability to work in an efficient and organized manner, attend to details, and meet deadlines. 
3. Ability to effectively use computer applications for e-mail, research, report writing, and data-base 

management; familiarity with Excel is preferred. 
4. Basic math skills sufficient for computing and making change. 
5. Ability to exercise independent judgment within the context of the budget and store policies. 
6. Understanding of reports, product catalogues, and the point-of-sale system. 
7. Ability to communicate effectively, both orally and in writing with vendors, customers, community partners, 

staff, and others. Multilingual skills preferred. 
8. Ability to create a team atmosphere and an inviting and friendly place for customers to shop. 
9. Openness to feedback and supervision. 
10. Skill at resolving conflict. 
11. Knowledge of healthy foods and how to prepare them. 
12. Knowledge of the neighborhood and its diverse cultural groups. 
13. Ability to exercise tact, discretion and good judgment in working with a variety of people. 
14. Ability to lift up to 30 pounds on a regular basis and up to 50 pounds on an occasional basis.  
15. Ability to maintain professional boundaries and confidentiality. 
16. Ability to consistently attend and be punctual for work commitments and be in a condition suitable for 

assuming responsibilities of position. 
17. Manual/physical dexterity allowing for performance of routine office functions such as phone use, computer 

use, filing, and copying. 
18. Manual/physical capability to lift items overhead (stock shelves), bend, stoop, kneel, reach, and lift in order to 

perform functions considered routine if working within a grocery store environment. 
 
Preferred Knowledge, Skills and Abilities to be demonstrated upon conclusion of Training: 

1. The leadership, communication, and decision-making skills necessary to manage a shift. 
2. Ability to accurately maintain computerized and hard-copy records, pull out data, and prepare reports. 
3. Ability to supervise and motivate staff and provide continuous on-the-job training and feedback. 

 
OTHER REQUIREMENTS OF THE POSITION: 
1. Must pass criminal history background check 
2. Must have and be able to maintain a valid food handlers certificate 
3. Driving is preferred but not required.  If driving for work purposes, must have and maintain a valid driver’s 

license for state of residency and a driving record meeting the agency’s liability insurance criteria.  If driving a 
personal vehicle must also have and maintain personal auto liability coverage ($100,000/$300,000 levels 
strongly recommended).  All employees who drive for work purposes, regardless of whether driving a personal 
or Janus vehicle, and regardless of whether driving with or without clients, must complete the agency’s driving 
approval process before driving for work purposes. 

4. First-Aid/CPR certification 
5. Food Handlers Card  

 
WORKING CONDITIONS: 
1. Work is scheduled in response to specific activities and customer availability and requires flexibility to work 

evenings, weekends, and early mornings on a frequent basis. 
2. Work is generally conducted in an indoor, grocery store environment.  Some travel within the greater Portland 

metropolitan area will be required. 
 

DIVERSITY SPOKEN HERE - JANUS IS AN EQUAL OPPORTUNITY EMPLOYER 
 

WWW.JANUSYOUTH.ORG 


