
 

 

Founded in 1962, Bayview Glen is an independent, co-educational university preparatory day School with 
more than 1100 students from Preschool through to Grade 12. Our School thrives on two closely connected 
campuses in the heart of Toronto and offers a truly transformative educational experience, delivered by 
exceptional teachers and guided by our School’s mission “Whole Child, Purposeful Life, Better World”. 
Driven by our vision to be the leader in bold thinking and future readiness, we offer a welcoming, vibrantly 
diverse and inclusive community with staff that exemplify our values of compassion, curiosity and 
courage. Bayview Glen is a member of the CIS Ontario, CAIS, NAIS and Round Square organizations.   

 

Bayview Glen School is seeking a dynamic and service-minded Manager, Retail Operations to lead the daily 
operations of the Bayview Glen School Store and create a welcoming, well-organized experience for our 
students, parents, and School community. Reporting to the Executive Director of Advancement & External 
Relations, you will oversee the thoughtful management of uniforms, branded merchandise, and other 
essential items, ensuring they are readily available and aligned with the needs and standards of the School. 
This is an exciting opportunity for a collaborative retail professional to bring operational excellence, strong 
customer service, and a community-focused approach to a role that supports everyday School life. The 
Retail Store Manager provides direct supervision to the part-time Assistant Store Manager and oversees 
Parent Volunteers. 

We value inclusivity, fairness, and equal opportunity, ensuring every voice is heard. Integrity is our 
foundation, and we believe in transparent, respectful interactions. Adaptability and innovation are key as we 
embrace change and creative thinking to enhance our programme. If you’re ready to inspire, learn and 
innovate, we invite you to apply and be a part of our dynamic educational community! 

What You’ll Be Doing: 

• Serving as a welcoming face of Bayview Glen for all School Store visitors, including new and 
incoming families, by providing warm, knowledgeable and helpful support; 

• Booking appointments for uniform fittings. 
• Sourcing merchandise to identify optimal suppliers; 
• Ensuring uniforms and branded merchandise comply with design standards; 
• Maintaining inventory levels in accordance with School requirements and schedules, sales levels, 

space availability, seasonal trends and specific demands; 
• Assessing sales patterns and identifying/recommending items for mark-down/discontinuance and 

researching trends to identify and recommend new items to add to inventory; 
• Training, scheduling and overseeing Parent Volunteers in providing assistance to customers and 

support overall Store operations; 
• Ensuring the Store is open and properly staffed as scheduled; 
• Providing assistance to students and parents in ordering and purchasing uniforms, merchandise and 

other necessary items; 
• Reviewing and reconciling purchase orders, packing slips, merchandise received, returns and credits; 
• Managing the approved Store budget; reconciling and managing daily cash; 
• Providing website support for the Store’s online ordering platform to ensure an accessible, convenient 

sales experience for all parents and staff 



• Collaborates closely with the Business Office and Marketing/Communications to ensure School Store 
operations align with School reporting requirements, brand standards, and established processes. 

 
What You’ll Need: 
 
• Completion of a post-secondary diploma or degree in Retail Management or a related field, or an 

equivalent combination of education and experience, with a minimum of three years of progressively 
responsible retail management experience. 

• Demonstrated knowledge of retail management principles and best practices, including purchasing, 
merchandising, customer service, and inventory control. 

• Experience applying retail management practices within an educational or institutional environment, 
with an understanding of School-based operational cycles and customer needs. 

• Proficiency with retail and sales technologies, including point-of-sale systems, cash handling, credit 
and debit transactions, sales accounts, charge-backs, and related retail software. 

• Strong customer service orientation, with the ability to lead and model respectful, effective interactions 
with parents, students, staff, suppliers, and other stakeholders. 

• Ability to analyze sales data, assess seasonal and School-cycle sales patterns, identify trends or 
variances, and adjust purchasing and inventory strategies accordingly. 

• Awareness of current retail and merchandising trends, with the initiative to recommend new products 
or improvements to enhance sales and customer experience. 

• Experience developing and maintaining online retail experience that is responsive to community needs, 
accessible and convenient for students, families, and staff. 

• Demonstrated sensitivity to pluralism in customer interactions and product offerings, ensuring a 
respectful, welcoming environment that reflects the diverse needs and perspectives of the School 
community. 

• Excellent problem-solving, analytical, and decision-making skills, with strong attention to detail and 
accuracy in a fast-paced retail environment. 

  
Here's What We Offer: 

• A highly competitive total compensation program that recognizes experience and supports long-term 
well-being, including participation in a RRSP programme and a comprehensive health and dental plan; 

• A collaborative and supportive team environment where relationships, shared purpose and professional 
connection matter; 

• A welcoming, multicultural School community that celebrates inclusion, belonging and diverse 
perspectives; 

• Purposeful work that allows you to make a meaningful difference in the growth, confidence and success 
of students; 

• Extensive and meaningful professional learning opportunities that support your continued growth as a 
professional and valued member of our community; 

• Access to onsite fitness facilities, including an indoor pool, to support personal well-being; 
• Nutritious daily lunches and convenient parking to support your day-to-day experience; 
• Employee events and celebrations that bring colleagues together, recognize contributions and 

strengthen connection across our School community. 

We invite all qualified candidates to submit a cover letter and resume (combined into one document) to 
hr@bayviewglen.ca as soon as possible. Applicants will be reviewed on an ongoing basis and the posting 
will remain open until the position is filled. Please indicate the name of the position you are applying for in 
the subject line. 



Compensation will be commensurate with qualifications and experience, with an annual salary range 
between $63,500 – $79,000. This salary range is what we, in good faith, believe we would pay for this role 
at the time of this posting.  We ultimately pay based on a number of non-discriminatory factors that inform 
pay decisions including, but not limited to, previous work experience, skill set and internal equity. 

This posting is for an existing vacancy. 

At Bayview Glen we are proud to foster an inclusive culture, where all members of our School community 
can bring their whole self to work and feel valued, respected, and understood.  We strive to attract, develop 
and retain a workforce that is as diverse as the communities that surround us and we are committed to 
provide an accessible candidate experience for prospective employees with different abilities. If you 
anticipate needing any type of accommodation during the recruitment process, please contact our Human 
Resources Department. 

As a condition of employment, successful candidates will need to provide a current vulnerable sector 
screening from the police jurisdiction in which they reside prior to commencing employment. 

Bayview Glen does not utilize Artificial Intelligence (AI) in the screening, assessment, or selection of 
applicants.   

Thank you for your interest in joining our team. While we can only contact those selected for an interview, 
we genuinely appreciate every application. 

Explore more about Bayview Glen School, including our 2024-2029 Strategic Plan: BE BOLD, by visiting 
our website at www.bayviewglen.ca. 

 

http://www.bayviewglen.ca/

