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NATURAL HARVEST FOOD CO-OP 
PRODUCE MANAGER JOB DESCRIPTION 
 
Purpose:   To select, purchase, price and esthetically display fresh produce and supervise 

department staff to meet objectives for sales, margin, labor, inventory turns and 
customer service. The produce manager also buys for our seasonal plants and seeds 
department 

 
Status: Reports to General Manager  
  Supervises All Produce Staff  
  Pay Level III 
 
NATURAL HARVEST CUSTOMER SERVICE AND INTERNAL SERVICE BASICS FOR ALL STAFF 

 Provide excellent customer service to our shoppers, making the customer’s needs your priority 
whenever on the sales floor or answering the phone. 

 Share information with our shoppers about co-op happenings, educational opportunities, and 
the benefits of co-op membership. 

 Provide excellent internal customer service to all staff members, maintaining an attitude of 
goodwill toward yourself and others. 

 Help to create a work environment that is cooperative, fun, productive, and safe, and that 
focuses on solutions instead of problems. 

 
   
Responsibilities: 
Primary responsibility is to achieve department sales, margin, labor and inventory goals. 
I.  PURCHASING 

A. Negotiate with suppliers for favorable prices, terms, quality, deliveries, and credits. 
B. Purchase produce following guidelines of marketing plan/store’s philosophy, and food policies. 
C. Research new products and value-added products (such as cut fruit, cut veggies) 
D. Research new or alternative sources of supply. 
E. Ensure appropriate receiving of produce deliveries, following established receiving procedures. 
F. Ensure accurate, up-to-date PLU's.  Enter new products and price changes promptly and 

accurately into scanning system. 
G. Establish department and sub-department margin, labor and inventory turn goals, in conjunction 

with the GM, and maintain performance in accordance with these goals. 
H. Working with our established local grower community and continuously networking to find new 

local growers, in order to ensure the continuous success of our local grower program. 
 

II. MERCHANDISING 
A. Plan attractive produce displays, using color and texture breaks to enhance visual approach. 
B. Ensure displays are replenished, rotated, culled daily and a cleaning schedule is followed. 
C. Price produce to achieve margin and sales goals, while maintaining a competitive image.   
D. Manage shrink to maintain appropriate margins and price points. 
E. Assist customers with produce questions and special orders.  Offer samples and suggestions 

for purchase and preparation in a friendly, courteous manner. 
F. Provide clear, attractive, consistent signage. 
G. Ensure all produce is prepped appropriately for visual appeal. 
H. Set preparation and stock priorities for produce staff. 
I. Provide product information to customers and staff and newsletter editor. 
J. Attend marketing meetings to plan promotions and storewide merchandising. 
K. Visit other stores regularly for price comparisons, product and merchandising ideas. 

 
III. DEPARTMENT MAINTENANCE 

A. Get credit from suppliers where applicable for returned, damaged, spoiled goods.  Coordinate 
storage of items to be returned to suppliers.   

B. Maintain produce display, prep and storage areas in clean, orderly condition, minimally meeting 
health department standards. 
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C. Conduct regular inventory counts.   
D. Maintain department equipment in working order and schedule repairs.  Advise General 

Manager of equipment replacement needs. 
 

 
IV. SUPERVISION--for Produce Department staff 

A. Hire, in consultation with the general manger, qualified applicants following established policy. 
B. Ensure prior to and on-the-job training so all new hires have optimum opportunity for success. 
C. Ensure performance evaluations are documented in the timelines established in the personnel 

policy. 
D. Recommend pay increases within department budget. 
E. Take disciplinary action as needed following established policy in consultation with the GM. 
F. Assist with scheduling hours for department within budget, review time reports and report any 

issues to GM. 
G. Organize regular department meetings and document major points of discussion. 
H. Ensure department staff is informed of storewide meetings and policy changes. 
 

V.  OTHER RESPONSIBILITIES 
A. Participate in setting sales, margin, labor and inventory turns goals for department. 
B. Review departmental financial reports (sales, labor, margin) and take corrective action as 

needed. 
C. Attend Management Team meetings and storewide meetings. 
D. Perform other tasks assigned by the General Manager. 
E. Perform Manager on Duty shifts as assigned. 
 
QUALIFICATIONS 
- Experience in retail produce. 
- Knowledge of organic and commercial growing practices, and organic certification regulations. 
- Ability to read financial statements, (or at least firm grasp of margin and pricing.) 
- Communications skills--good listener, clear instructions. 
- Demonstrated ability to handle multiple demands. 
- Supervisory experience--hiring, training, evaluating, directing. 
- Regular, predictable attendance. 
- Ability to lift 60 lbs. 
- Ability to stand for long periods. 
- Ability to work in cold, wet conditions. 

- Regular, predictable attendance. 
- Willingness and ability to learn and grow to meet the changing requirements of the job. 

 

                                                                                      

 


