
Posi%on:    ReStore Manager 
Reports To:   Execu%ve Director 
Employment Status:  Full-%me salaried posi%on 
Es%mated Time Commitment: 40 hours / week, including Saturdays and evening hours 
Annual Salary Range:   $39,400 - $59,400, depending on experience 
Date of Job Descrip%on:  August 1, 2024 

Posi%on Purpose: 
This posi(on operates with guidance, polices, and objec(ves set forth by the Affiliate board of directors and with 
assistance from the ReStore Commi@ee. The Habitat ReStore exists to generate revenue through the sale of donated, 
reclaimed, or purchased building materials, appliances, furniture, and tools to support the ac(vi(es of Dubuque and 
Jackson Coun(es Habitat for Humanity (DJCHFH), a non-profit corpora(on. The posi(on reports to the Execu(ve 
Director. 

Posi%on Summary: 
The Manager of the ReStore is responsible for management of retail opera(ons for the store operated by the 
Dubuque and Jackson Coun(es Habitat for Humanity. The Manager serves as the staff liaison to the ReStore 
Commi@ee. The ReStore manager collaborates with the Execu(ve Director in strategic decision making and 
opera(ons to fulfil the Affiliate’s strategic plan and vision.   

Essen(al responsibili(es of the ReStore manager include general opera(ons including safety, budget, hiring and 
supervising staff and volunteers ready to promote sustainable growth within the organiza(on.  

Habitat for Humanity Mission and Vision: 
Dubuque and Jackson Coun(es Habitat for Humanity is a locally run Affiliate of Habitat for Humanity Interna(onal 
(HFHI).  The mission and vision of HFHI guide the work performed by the organiza(on. 

Mission 
Seeking to put God’s love into ac(on, Habitat for Humanity brings people together to 
build homes, communi(es, and hope. 

Vision 
A world where everyone has a decent place to live. 

Responsibili%es 
• Responsible for managing ReStore to provide sustainable funding, promote dona(ons, and drive sales to 

support Dubuque and Jackson Coun(es Habitat for Humanity’s mission. 
• Implement strategies to achieve goals and objec(ves iden(fied in the ReStore business plan. 
• Coordinate marke(ng, outreach, and adver(sing with Affiliate to build store’s visibility in in the community. 
• Hire, train, supervise, recognize, and monitor performance of paid and volunteer staff of the ReStore 

including the performance of annual performance reviews. 
• Provide staff support to the ReStore Commi@ee. 



Opera%onal 
• Develop and maintain rela(onships with area ReStores to share resources, best prac(ces, and strategies that 

benefit the Affiliate. 
• Oversee paid (me off requests and submit payroll. 
• Maintain a climate which a@racts, keeps, and mo(vates staff and volunteers.  
• Maintain a@endance records and paid (me off requests. 

Retail Management, Policy Compliance and Planning 
• Serve as spokesperson for ReStore 
• Develop simple performance indicators aligned with Affiliate’s short and long-term goals. 
• Establish sound working rela(onships and coopera(ve arrangements with volunteers, ReUse businesses, 

community groups and other organiza(ons.  
• Coordinate fundraising ac(vi(es with the Affiliate Execu(ve Director, including iden(fying, applying for, and 

coordina(ng grants.  

Property Management 
• Regularly inspect and monitor facili(es, grounds, and working environment and ensure safe environment for 

employees and volunteers.  
• Coordinate repairs or adjust policy/prac(ce to ensure safe workplace. 
• Coordinate move to larger facility, if and when appropriate. 

Finance and Administra%on 
• Maintain sound financial prac(ces.  
• Ensure and maintain compliance with all financial repor(ng, reconciling of daily sales, daily closing of all 

financial transac(ons, and (mely deposits into accounts. 
• Work with Execu(ve Director to develop and maintain opera(on within the annual opera(ng budget and 

recommend capital expenditures. Ensure ReStore operates within adopted budget. 
• Work with Execu(ve Director and Affiliate treasurer to ensure comple(on of audits and other financial 

events. 
• Track sales data and adjust pricing and procurement strategies to meet customer demand.  
• Submit accurate, coded, payable invoices on a (mely basis to Affiliate Office Manager/Bookkeeper.  

Repor%ng and Communica%on 
• Ability to create clear, wri@en, monthly reports for sales and ac(vi(es. 
• Lead and report informa(on using mul(ple pla[orms, including in-person and virtual mee(ngs. 
• Ensure Execu(ve Director is informed on a regular basis of progress and challenges.  
• Seek and provide (mely feedback to increase stability and performance. 
• Ensure relevant informa(on is transmi@ed to and applied in impacted groups. 

Skills and Personal Characteris%cs 
• An understanding of and commitment to the mission of Habitat for Humanity. 
• Experience implemen(ng diversity, equity and inclusion policies and prac(ces. 
• Experience in retail is preferred. 
• Demonstrated ability to provide comprehensive training at start and throughout service for diverse 

employees and volunteers. 
• Effec(ve verbal, interpersonal, and wri@en communica(on skills 
• Experience developing and implemen(ng marke(ng and networking plans. 
• Excellent interpersonal and communica(on skills with a broad cons(tuency. 
• Experience recrui(ng, retaining, and suppor(ng volunteers. 



• A valid driver’s license, reliable transporta(on and willingness to travel. 
• An acceptable Criminal Background Check and Sex Offender Check. 
• Proficiency with QuickBooks, Microso] Office, general social media. 
• At least five years of experience in nonprofit management, resource development, retail, or other relevant 

professional experience. 

Dubuque and Jackson Coun(es Habitat for Humanity offers 3 weeks paid annual leave and health care s(pend. 

Dubuque and Jackson Coun3es Habitat for Humanity is an equal opportunity employer and seeks to employ and 
assign the best qualified personnel for all posi3ons in a manner that does not discriminate against any person 
because of race, color, religion, gender, marital status, age, na3onal origin, physical or mental disability, sexual 
orienta3on, veteran/reserve/na3onal guard status, or any other status or characteris3c protected by law. 

Interested candidates should email resume and cover leUer to director@habitatdjc.org.

mailto:director@habitatdjc.org

