
 
 
POSITION DESCRIPTION: 
Retail Manager 
 
Friends of the High Line (FHL) is the NYC Department of Parks & Recreation’s non-profit partner working to ensure 
the park on the High Line is maintained as an extraordinary public place for all New Yorkers and visitors to enjoy. 
In addition to overseeing the maintenance, operations, and public programming for the High Line, Friends of the 
High Line raises nearly all of the High Line’s annual operating budget and is currently working to raise the essential 
private funding to help complete the High Line's construction and create an endowment for its future operations. 
High Line Retail generates operating funds that are critical for maintaining and operating the High Line. 
 
Job Description 
 
The High Line Retail program is an area of strategic growth for Friends of the High Line. The retail program 
currently includes kiosks on the High Line, an e-commerce site, and a number of wholesale accounts. Friends of the 
High Line is recruiting the team who will lead the program’s growth, while advancing the High Line’s mission and 
values. Proceeds from the retail program support the maintenance and operations of the High Line.   
 
The Retail Manager will play a key role in shaping the growth of this program.  Partnering with a Retail Buyer and 
reporting to the Director of Food & Revenue, the Retail Manager will be responsible for the day-to-day 
management of our retail operations, including, but not limited to, staff management and training, customer 
service, training, merchandising and online order fulfillment.   Please note that this role requires weekend and 
outdoor work.   
 
Primary Responsibilities 
 
 Deliver against FHL retail revenue targets  
 

• Understand and consistently drive towards revenue targets by focusing on bottom line results 
• Establish, implement, and manage to metrics for payroll, budgets, hiring, and shrinkage goals  
• Develop and implement operational standards and ensure those standards are met and executed 
• Manage, track, and report on status updates for special projects 

 
Staffing 
 

• Recruit, hire, supervise, develop, and train seasonal retail team 
• Develop and implement retail staff training protocol that will best reflect and embrace FHL’s 

mission, elevated service environment, and the needs of the organization 
• Ensure retail team is informed, motivated, and prepared to achieve results as business needs 

evolve 
• Assign tasks and responsibilities to team based on roles and expertise 
• Promote an open dialogue to encourage thoughts, ideas, and feedback from the team 
• Address the team’s issues quickly and efficiently, provide direct and actionable feedback to 

management and staff 
• Ensure team operates at maximum productivity 
• Conduct weekly staff meetings 

 



Financial 
 

• Track daily, weekly, and monthly sales against targets 
• Maintain high standard cash management processes on site and accurate reconciliation 
• Prepare, analyze, and react to sales trends 
• Provide critical feedback to Director on customer selling trends, requests and resolutions 

 
Customer Service  
 

• Maintain extraordinary standards of customer experience at all High Line retail locations 
• Ensure team is well versed and knowledgeable of High Line culture, products and history 
• Have an intuitive sales dynamic that services and anticipates the needs of the High Line customers 

and members 
• Act with integrity when issues occur and provide a quick and effective resolution 

 
Visual Merchandising  
 

• Ensure products are effectively presented for best sales and brand clarity 
• Strategize and present a visually compelling presentations to executive team members 
• Collaborate with Communications Department to ensure accurate information is generated into 

marketing materials, development of new signage, etc. 
 
Membership  
 

• Strategize and partner with membership department to ensure on-site goals are met 
• Communicate feedback, analyze, and react to trends in service and attendance 

 
Inventory 
 

• Oversee Stock Associate who manages inventory of on-site retail and web shop 
• Ensure proper inventory standards and counts 
• Perform monthly reconciliation with Finance Department and RetailBuyer 
• Communicate to partners any changes from agreed upon strategies 

 
 Qualifications  

• 4  - 6 years of relevant work experience.   
• Ability to lift and transport clothing, accessories, and heavy items   
• Ability to work weekends, especially during the summer season; desire to work outdoors 
• Proficiency in Lightspeed, Word, Excel 
• Strong organizational and prioritization skills 
• Thrive in a fast-paced, often-changing environment 
• Experience in and natural ability to set standards, protocols, and operating procedures 
• Excellent communication skills with an ability to work effectively with outside vendors 
• Must be a team player and a brand advocate 
• Excellent oral and written communication skills 
• Experience with managing or partnering with an e-commerce store is a plus 
• BS Degree preferred 

 
 
 
 



To Apply 
Please submit your cover letter, resume, and salary requirements to jobs@thehighline.org.  Only those whose 
applications are being considered will be contacted.   
 
Friends of the High Line is an equal opportunity employer and considers applicants for all positions without regard 
to race, color, religion, creed, gender, national origin, age, disability, marital or veteran status, sexual orientation, or 
any other legally protected status. 
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