
 
 

Job Description 

  

Job Title:  Manager - Merchandise Operations 

Division:  Administration & Ticketing 

Department: Merchandise 

Reports To:  Managing Director - Merchandise 

FLSA Status:  Exempt 
Current EE: Vacant 

Approved Date:  05/12/15 

  

SUMMARY  
Responsible for Merchandise Department operations, which includes setting up and managing sales locations, 

managing inventory, managing and utilizing seasonal staff and committee volunteers, managing star merchandise 

activities, maintaining the Show’s website for merchandise and other duties as assigned by supervisor. Serve as staff 

coordinator for the Rodeo Merchandise Committee. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following: 

Merchandise Operations 

 After the Show, review and analyze sales history and unsold inventory to propose what products to sell for the 

upcoming season 

 Review vendor bids and propose what products to purchase 

 Determine and implement how to package and tag products  

 Manage warehouse activities including scheduling and supervising seasonal staff and committee volunteers to 

manage inventory (receive products, organize storing products, physically count products, process inventory 

adjustments, tag products, etc.) 

 Maintain the Show’s website with respect to merchandise, including adding and deleting products, 

photographing new items, writing descriptions and creating website sales reports 

 Create space plans and product displays for all sales locations 

 Design, develop and maintain merchandise display fixtures for sales booths 

 Create signs for products and sales booths 

 Manage setting up merchandise sales booths for committee meeting nights, WCBBQ contest, during the Show 

and any other sales events 

 Troubleshoot problems occurring during sales booth operations, including inventory issues, information 

exchanges, pricing questions, returns, refunds, etc. 

 Manage star merchandise operations, including working with artists’ management personnel, product display, 

product distribution to various sales booths and overall sales support 

 Coordinate merchandise consignments and manage inventory with Aramark, Greater Houston Convention & 

Visitors Bureau and other third party vendors 

 Coordinate the Rodeo Merchandise Committee’s involvement in merchandise sales and distribution, both at 

NRG Park and elsewhere 

 Provide customer service to merchandise buyers 

  



Rodeo Merchandise Committee - Staff Coordinator 

 Primary communications facilitator with committee leadership 

 Set a timeline with the committee chairman for all committee activities and responsibilities with clear 

assignment of who is responsible for what 

 Develop the budget with the committee chairman according to the process and timeline set out by the 

Accounting Dept. Enter budget data and be prepared to defend projections/requests. 

 Facilitate/coordinate flow of information between the committee and other Show departments or committees 

(e.g., contracts to Legal Dept., donor forms to Marketing Dept., sign requests to the Graphics & Signage 

Committee, etc.) 

 Onsite committee meeting management 

o Submit a complete meeting request to the Operations Dept. for each meeting and follow up on a timely 

basis (committee should have had opportunity for input, but should not change the request once it has 

been submitted) 

o Receive the meeting agenda from the chairman and work with the committee to assemble any handouts 

two business days in advance of the meeting 

o Check meeting room setup early on the day of the meeting 

o Communicate any issues with the chairman on a timely basis 

o Be available (or have a designee available) through the entire business portion of the meeting 

o Attend subcommittee meetings on an as-needed basis; other responsibilities noted above remain with 

the committee for any subcommittee meetings 

 Secure the supplies necessary for committee operations 

 Facilitate purchase requests (and appropriate reimbursements) 

 

SUPERVISORY RESPONSIBILITIES  
Hire and supervise seasonal staff and volunteers with respect to Merchandise Department operations. Responsibilities 

include training employees and volunteers, planning, assigning and directing work, addressing complaints and 

resolving problems. Carry out responsibilities in accordance with the Show's policies and applicable laws. 

 

QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE  
Bachelor's degree; or three to five years of management/supervisory and work-related experience and/or training; or 

equivalent combination of education and experience. Merchandising or retail experience and project management 

experience is highly preferred. 

 

LANGUAGE SKILLS  
Ability to write reports, business correspondence and procedure manuals.  

Ability to effectively present information and respond to questions from employees, volunteers, groups of managers, 

clients, customers and the general public.  

 

OTHER SKILLS AND ABILITIES  
Requires proficiency in computer software such as Word, Excel, Photoshop and PowerPoint. 

Prefer experience with point of sale software systems and Oracle. 

Requires the ability to manage multiple tasks and shift focus on a regular basis.  

Requires basic accounting skills. 



Prefer prior supervisory/management experience and negotiating skills.  

Requires the ability to interact with all levels of people, both within and outside of the Show. 

Requires the ability to provide a high level of customer service.  

Requires excellent organizational and communication skills (oral and written) and the ability to be flexible and 

productive in a fast-paced environment.  

Requires having integrity, strong work ethic, ability to meet deadlines, be punctual, attend meetings, ability to work 

well with others, etc. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. The employee may be required to sit, stand, climb, balance, stoop, 

kneel, crouch or crawl. During the Show, the employee may be required to frequently walk to various places on the 

grounds. The employee may be required to lift and/or move 15 or more pounds. Requires good manual dexterity 

(hand, hand with arm, two hands) and multi-limb coordination. Extended work hours required, especially during peak 

periods. The employee may be on feet for up to sixteen hours per day during set-up and the Show. 

 

WORK ENVIRONMENT 

The work environment characteristics 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. While performing the duties of this job, the employee may be exposed 

to dust, chemicals and animals at various times.   

 

 


