[image: ]
Retail - E-commerce Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: E-commerce
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for an E-commerce Manager to run our online store as its own sales channel. You'll keep product listings accurate, merchandise the site, run online promotions and watch conversion every day. You'll also run buy online, pick up in store and lead online customer service, so shoppers get what they ordered when we said they would.
2. Essential Duties and Responsibilities
1. Own online sales to plan, and report weekly on traffic, conversion, average order value and returns.
1. Keep product pages accurate: photos, descriptions, sizes, prices, and stock that matches the warehouse and stores.
1. Merchandise the homepage, collections and site search to feature new arrivals, best sellers and promotions.
1. Plan and launch online promotions, discount codes and email features with the Marketing Manager.
1. Run buy online, pick up in store and ship-from-store programs with store operations and the warehouse.
1. Manage the e-commerce platform, apps and outside agencies, and test changes before they go live.
1. Lead the Customer Service Representatives and set response time and return-handling standards.
3. Key Tasks / Daily Activities
1. Check yesterday's online sales, conversion and any site errors.
1. Fix product listing errors and out-of-stock items that show as available.
1. Review fulfillment status and late shipments with the Warehouse Manager.
1. Update banners, collections and promotions for the day.
1. Read customer service tickets and product reviews for problems to fix.
4. Key Performance Indicators (KPIs)
1. Online sales to plan: [your target].
1. Online conversion rate: [your target].
1. Average order value: [your target].
1. Online return rate: [your target].
1. Orders shipped by the promised date: [your target].
5. Required Qualifications and Skills
1. [3+] years managing an online store for a retailer or consumer brand.
1. Hands-on experience with an e-commerce platform such as [Shopify, BigCommerce or your platform].
1. Comfortable with web analytics and sales and conversion reports.
1. Has managed product data and listings for a large catalog.
1. Writes clear product pages and customer messages.
6. Preferred Experience
1. Experience connecting store POS inventory to the online store.
1. Has launched buy online, pick up in store or ship-from-store.
1. Basic HTML and CSS for small site edits.
1. Experience managing an agency or freelance developers.
7. Physical Requirements
1. Sit at a computer for long stretches.
1. Visit stores and the warehouse to check pickup and shipping processes.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office or hybrid[, per your policy].
1. Longer hours during holiday sales, site launches and big promotions.
1. On call for site outages and payment problems during major sale events.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new e-commerce manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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