
TreasuRE Associate 

CLASSIFICATION:  Non-Exempt 

REPORTS TO: Executive Director 

JOB SUMMARY: 

Working under the supervision of the Materials Marketplace Manager, the TreasuRE Associate performs a variety 
of activities related to the processing, merchandising and distribution of Resource Depot donated materials in the 
TreasuRE store. 

 
GENERAL DUTIES & RESPONSIBILITIES: 

 Assist with management of TreasuRE retail inventory and displays. 

 Identify, research and price donated items for TreasuRE using established pricing standards/methods. 

 Maintain the appearance of pricing area and movement of inventory to and from sorting areas. 

 Provide support to marketing functions for organization related to TreasuRE program, such as 
contributing through social media. 

 Manage effective movement of inventory to positively influence sales revenues. 

 May supervise volunteers during office hours.  

 Assist with front desk duties during shopping hours for staff breaks. 

 Other duties as assigned or requested. 
 

SCHEDULE:  
Part Time, Total Hours Per Week: 25-28 hours.   

Schedule built around current shopping times:   Tuesday-Saturday 9am – 2pm.  A minimum of 25 hours is expected 
to fulfill the necessary duties of the position; the weekly hours should not exceed 28 hours without confirmation in 
writing.  

QUALIFICATIONS: 
 
The ideal candidate will be an enthusiastic individual with customer service and general administrative experience 
working in a professional setting. The candidate should work well as part of a team and also be friendly, self-
directed, conscientious, punctual, dependable, and organized. Candidate must possess the ability to multitask and 
work well with a variety of personalities, while maintaining a positive attitude even in highly stressful or time 
sensitive situations. Excellent organizational, time management and administrative skills as well as an ability to 
work well with the public are also essential. Strong communication skills (both written and verbal) and superior 
organizational skills with attention to detail are required. Intermediate level of proficiency with computers and in 
MS Office (Word and Excel) and Social Media platforms is also necessary. Experience with POS Systems/Square 
Register a plus.  Must be able to pass a background check.  Commitment to mission of Resource Depot is valued. 


