
 

Merchandise Analyst 

Department: Retail Employment Type: Part Time 

Supervises:  FLSA Classification: Non-Exempt 

Reports To: Havens Manager Compensation Type: Hourly 

Location: 201 Havens St 

Kokomo, IN 46901 
Weekly Hours: 20-25 

 

Position Summary:  

The role involves sorting donations to determine what can be sold or recycled based on condition and style, 

guiding volunteers, and tagging clothes according to a predefined list of name brands and fashionable lines. 

Additionally, it includes coordinating store orders, communicating with the warehouse and store managers to 

manage inventory, and ensuring specific items are on sale based on store needs. 

 

Main Responsibilities: 

1) Sort Donations. 
a) 4-5 sorts each day. 
b) Determine what can be sold and what can be recycled under the managers leadership. 
c) Follow and uphold the donation rules at KRM. 

2) Guide volunteers. 
a) Teach basic jobs and keep them busy. 
b) Answer questions to keep them on task. 

3) Prepare racks to go to the store. 
a) Using the organizations guide, prepare racks that are easy to stock the store. 
b) Paying attention to brand, style and what people are buying. 
c) Qualitly control on each peice being hung. 

4) Work with other members of Havens to accomplish tasks. 
a) Have a positive attitude. 
b) Help generally keep the warehouse clean. 
c) May involve baling overstock. 
d) May invlove tagging clothes for sale. 

5) Communication with warehouse and store. 
a) With the leadership and guidence of manager. 
b) Complete store orders. 

 
Employment at Kokomo Rescue Mission:  

• Must possess a personal faith in Jesus Christ and pursue growing that faith in community with other 
believers. 



• Must believe and adhere to the Kokomo Rescue Mission Doctrinal Statement and qualifications for 
employment outlined in the handbook. 

• Must carry out the mission and vision of the Kokomo Rescue Mission while doing daily tasks. 

• Must follow the leadership of the supervisor and work well with other KRM staff and clients. 
 

Position Requirement: 

• Must excel in interpersonal relations skills. 

• Must maintain professionalism. 

• Must be compassionate and caring. 

• Must be detail oriented and proficient in use of technology. 

 

Education or Skill Set:  

• Experience in retail is preferred. 

 
Physical Requirements:  

• Standing/Sitting frequently 

• Lifting/Carryings continuously 

• Climbing stairs frequently 

• Chemical hazards occasionally 

• Communication continuously  

ADA scale 
                Occasionally: 1-33% 
                Frequently: 34-65% 
                Continuously: 66-100% 
 
I hereby acknowledge and accept these responsibilities for the position as outlined in this description.  I also 

acknowledge that other duties may be necessary as the need arises for the smooth operation of the Kokomo 

Rescue Mission. 

Signed____________________________________ 

 

Date______________________________________           


