
Retail Administrations Coordinator – The Traders 

We're looking for an enthusiastic and organised Retail Administrations Coordinator to join 
our vibrant and unique retail space, home to a curated mix of art, fashion, homewares and 
our pantry. This is a hands-on role for someone who loves variety, thrives on connecting 
with customers, and takes pride in being part of running a well-presented, smoothly 
operating shop.  

About the role 
As Retail Administrations Coordinator, you'll oversee the day-to-day running of the store — 
from opening and closing procedures to rostering, stock management, and delivering 
excellent customer service across our diverse range of departments. You'll be the go-to 
person for staff and customers alike, ensuring every corner of the shop reflects our quality 
and character. You would have strong support from management, reliable Traders staff, 
Merricks Store administration and book keeping staff. 

Key responsibilities 

• Liaise with our buyer and store merchandiser.  
• Manage daily store operations across produce, art, fashion, and homewares. 
• Roster and manage a small team of retail staff. 
• Assist with stock ordering, oversee receiving, pricing and inventory control (including 

perishables). 
• Handle customer enquiries, feedback, and resolve issues professionally. 
• Monitor sales performance and support pricing/promotional decisions. 
• Maintain a clean, safe, and welcoming shop environment. 

What we're looking for 

• Strong people skills — a natural at leading a team and building customer 
relationships. 

• Previous retail management or supervisory experience.  
• Confidence in assisting with the management of a varied product range, including 

perishables. 
• Well organised, with good attention to detail. 
• Comfortable with rostering, stock systems, stock management and basic reporting. 
• A genuine interest in people, art, fashion, homewares, and local produce. 
• Hands on experience with all aspects of e-commerce highly regarded to help us 

develop in this area.  
• This is predominantly a Monday - Friday position, with weekends or public holidays if 

required.   

Hours 
30–38 hours per week.  

How to apply 
Send your resume and a short cover letter telling us why you'd be a great fit to Kerry, 
admin@merricksstore.com.au 


