
  



Manager | Living Word Bookstore 
Recruitment Process and Selection Criteria 

 

Overview  

In addition to the information outlined in the position description for the Manager of the Living Word 

Bookstore team, applicants are requested to address the following selection criteria as part of the 

recruitment process. A copy of your curriculum vitae (or resume) with updated referees should also 

accompany your application.  

 

Selection Criteria  

In submitting your application, please review the associated position description and respond to the 

following selection criteria to demonstrate your experience, skills, and abilities relevant to the role:  

1. Provide details of your qualifications relevant to the role, as well as details of your experience 

leading a team.  

2. Provide evidence of your capacity to communicate efficiently and effectively through both written 

and verbal mediums.  

3. Provide evidence of your experience in utilising the Microsoft Office Suite and other relevant 

information technology systems (email, bookkeeping, social media, etc).  

4. Demonstrate your ability to manage time and resources to ensure competing priorities can be 

achieved in the required timeframes.  

5. Demonstrate your ability to work independently on tasks, as well as your capacity to lead a team 

to complete shared goals.  

 

 

Application Process  

Applications for the Manager of the Living Word Bookstore team must be submitted by 4:00pm on Monday 

10 October 2022. Applications can be submitted electronically to office@rockybaptist.org.au, or delivered 

as a hardcopy to the Church Office (Attention: Church Council).  

All applications received on or before the abovementioned day and time will be reviewed and short-listed. 

Short-listed applicants will then be invited to attend an interview (either in-person or via video conference), 

prior to an applicant being offered the position following ratification from a subsequent Members’ Meeting 
as per the constitution of Rockhampton Baptist.  

 

Further Information  

If you have any questions regarding the recruitment process please feel free to contact the Church office 

on (07) 4911 3113 or email office@rockybaptist.org.au. 
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Manager | Living Word Bookstore 
Position Description 

 

Overview 

The Living Word Bookstore provides a wide range of high quality Christian resources and products to the 

community that support and enhance its customer’s Christian ministry, walk, and witness. The Manager 

position within the Living Work Bookstore team is responsible for ensuring the successful function of the 

store by ensuring operational requirements are undertaken in an efficient manner, the vision of the ministry 

is developed, and the reach and influence of the store is enhanced. 

 

Formal Responsibilities 

The Manager of the Living Word Bookstore team is responsible for the following tasks: 

1. Managing stock (liaising with suppliers, ordering, and receipt); 

2. Utilising information technology systems and software (website, banking and bookkeeping, 

Microsoft suite, and social media accounts); 

3. Overseeing and assisting paid staff and volunteers; and 

4. Maintaining the general appearance of the Living Word Bookstore. 

 

Qualifications 

The Manager of the Living Word Bookstore team must be (or must be eligible to become) an active 

Member of Rockhampton Baptist. Furthermore, the Manager of the Living Word Bookstore must have 

relevant experience leading a team within a retail environment. The Manager should be an effective 

communicator, both written and verbally, be able to work independently on tasks, coordinate paid and 

volunteer staff, and have the ability to utilise established technology systems in support of the operation 

of the store. 

 

Authority 

The Manager of the Living Word Bookstore team will work under the authority of, and report to, the Church 

Council including, where required, the Trustee. 

 

Specific Duties 

The Manager of the Living Word Bookstore team is expected to undertake the following duties: 

1. Provide spiritual leadership for the Living Word Bookstore team as a ministry of Rockhampton 

Baptist; 

2. Manage the operations of the store including purchasing of supplies, special orders, receiving 

and shipping, dealing with defective merchandise, and stock returns; 

3. Supervise and train paid staff and volunteers and allocate appropriate work to suitable staff;  

4. Responsibility for performance evaluation of team members (paid staff and volunteers); 

5. Management of and responsibility for store security including issuing of keys and alarm codes to 

appropriate team members and notifying the Church office accordingly; 

6. Lead and coordinate team members in problem solving to address any challenges that may arise; 

7. Facilitate and coordinate the payment of invoices and freight bills on stock purchases; 



8. Oversee banking activities in accordance with the auditor’s instruction and established banking 

processes; 

9. Oversee monthly reconciliation of bank account and EFTPOS banking, and complete quarterly 

business activity statements and reporting in collaboration with the Church office; 

10. Oversee and maintain appropriate stock levels and manage end of financial year stock-take, 

evaluating and addressing matters such as theft and shrinkage; 

11. Develop, implement, and maintain filing systems in order to keep appropriate records required 

for business operation and external review (audit); 

12. Resolve problems that may arise concerning customer sales, supplier or billing; 

13. Maintain customer and team member confidentiality; 

14. Become familiar with and implement the Rockhampton Baptist policies and procedures as they 

relate to the store; 

15. Perform miscellaneous job-related duties as necessary; 

16. Call and lead team meetings as required (suggested at least every two months); 

17. Represent the Bookstore as a ministry of Rockhampton Baptist; and 

18. Be an active Member of the Rockhampton Baptist. 

 

Accountability 

The Manager of the Living Word Bookstore team will be accountable to the Church Council (or its duly 

authorised representative) in the first instance. 

 

Conditions of Employment 

The Manager of the Living Word Bookstore team will be employed in line with the following conditions: 

1. Hours and days of employment are to be negotiated with the preferred applicant and agreed to 

during the recruitment process; 

2. Remuneration, including superannuation, to be negotiated in line with General Retail Industry 

Award, to be reviewed annually; 

3. Long service leave, annual leave, and carer / sick leave to be offered, however notice of all leave 

must gain prior approval from the Church office through relevant procedure. 

 

Performance Review 

The Manager position within the Living Word Bookstore team will be subject to an annual performance 

review completed by represents of the Church Council, expected to include Senior Pastor, Church Council 

Chair (Administration), and Church Council Chair (Congregational Care). Conditions of employment and 

any other relevant considerations associated with the Manager position will be reviewed as required during 

this process. 

  



 

 


