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Isla Vista Food Co-op Bulk Buyer 
 

 

Isla Vista Food Co-op Mission 
Our mission, as a natural and organic foods consumer cooperative, is to provide the residents of Isla Vista and 

neighboring communities of Santa Barbara County with reasonably priced foods, products, and services that 

promote healthier lifestyle and environment. The Isla Vista Food Cooperative is an economic alternative 

founded on cooperative business principles and values that are practiced in our operations as well as our 

governance policies. 

 

Isla Vista Food Co-op Statement of Purpose 
Our purpose as a consumer cooperative is to be a trusted source of natural and organic products and a reliable 

source for consumer information driven not by profit, but by motivation for community autonomy, mutual aid,  

and environmental justice. 

 

 

Status 

Job Title: Bulk Buyer 

Reports to: Merchandising Manager  

Starting wage: $10.00/hour 

Time commitment: 30-40 hours/week  

 

 

Job Summary 

 The Bulk Buyer is responsible for the purchasing, receiving, and maintaining of all bulk stock. The Bulk 

Buyer will maintain a working knowledge of current inventory as well as seasonal and promotional volume 

fluctuations. The Bulk Buyer will work together with senior managers to accomplish category and department 

goals. They will develop promotions and merchandising strategies to maintain and enhance turns and sales 

volume throughout all bulk categories. They will plan and execute category management strategies to maintain 

a product mix appropriate to Co-op purchasing guidelines and customer expectations. They will review 

financial performance to maintain and enhance category margins. The Bulk Buyer will also work with the 

Demo and Outreach Coordinators to highlight new products and increase sales. 

 In addition to buying responsibilities, the Bulk Buyer will perform all Universal Clerk duties. This 

includes receiving, stocking, and merchandising products across the Chill, Grocery, Frozen, Bulk, Beer and 

Wine departments. They will provide friendly and helpful customer service through suggestions and 

recommendations, product location, and informative dialogue and sampling. They will be responsible for the 

organization, cleanliness and safety of all floor and backstock areas, including all coolers, walk-in refrigerator, 

freezers, bulk areas and aisle shelves. In order to perform the duties correctly and efficiently, they will be asked 

to read, memorize, and impart vast amounts of information, including maintain a series of protocols for each 

area of the store.  

 

 

Requirements  
Availability  

The Bulk Buyer must be available to work Fridays 7a – 2pm, Sundays 4pm – 10pm, and at least one UNFI 

delivery day (Mondays 7am - 2pm or Thursdays 9am - 4pm). Additional availability is preferred.  

 

Buying Responsibilities 

 Place accurate and informed orders with UNFI and non-UNFI vendors. 

 Perform basic inventory maintenance operations using Catapult POS. 

 Maintain and enhance mutually beneficial relationships with independent and local vendors. 



 Properly receive and process bulk deliveries, including pursuing returns and credits when necessary. 

 Ensure stock level maintenance is appropriate to sales volume, including peak hours and promotional 

periods. 

 Maintain general department cleanliness and upkeep in all locations affiliated with bulk purchasing, 

including retail space, coolers and backstock areas.  

 Ensure shelf tag maintenance, product correspondence and price change accuracy. 

 Merchandise new items and perform category resets. 

 Work with staff members and volunteer workers on stocking and shelf facing as required. 

 Provide assistance with other UNFI ordering when necessary. 

 

Clerking Responsibilities  

 Arrive to all scheduled shifts and meetings on time and ready to work.  

 Properly receive deliveries of all shapes and sizes (e.g. UNFI, Falcon, UPS, beer, perishable packages). 

 Maintain organization and proper shelf sets in high traffic locations (e.g. dairy, tea, coolers, chocolate). 

 Evaluate and prioritize the needs of the store in order to efficiently stock shelves and perishable areas in all 

Beer and Wine, Bulk, Chill, Grocery departments.  

 Maintain organization of backstock areas in such a way that is accessible and safe. 

 Pull spoils regularly for all perishable and dated products. 

 Build and maintain weekly floor displays, seasonal displays, and sample tables. 

 Update price changes correctly and efficiently. 

 Maintain promotional signage around the store by cutting, hanging and switching out sale signs. 

 Have a clear awareness of sale items, promotions, and events in the store or sponsored by the Co-op. 

 Assist Grocery and Chill Managers with other projects when necessary. 

 

Customer Service 

 Wear name tag at all times while on shift. 

 Assist customers with inquires related to products and special orders in store and over the phone. 

 Acknowledge customers in an approachable way so that they may feel comfortable asking questions. 

 Be familiar with what each manager is in charge of, so you may accurately direct a customer in need of 

assistance. 

 Know the location of all items in the store and the seasons for produce. 

 Answer the phone in a courteous and helpful manner. 

 Understand how to use the intercom system correctly and courteously. 

 Ability to stay calm and composed in difficult situations. 

 

General Responsibilities 

 Understand, memorize, and follow procedures and policies, both store-wide and department-specific. 

 Read Communication Board, Chill Log and Front End binder on a regular basis. 

 Check email on a regular basis for schedules, updates, and general correspondence. 

 Complete and pass quizzes by given deadlines. 

 Complete peer evaluations thoughtfully and timely. 

 Supervise and train Spiral Volunteers. 

 Help cover shifts in the event of illness or emergency. 

 Assist cashiers to reduce the checkout line, check a price, show a customer to an item, or cover breaks. 

 Attend department and store-wide meetings on time. 

 Assist in store-wide projects or help other department managers when necessary. 

 

Qualifications 
Minimum 

● Able to lift 50 pounds safely on a regular basis. 

● Able to work in cool temperatures (35-45°F) for several hours at a time. 

● Able to memorize protocols and procedures regarding spoils, inventory, stocking, and deliveries. 
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● Able to memorize protocols and procedures regarding cash handling, membership, safety and health codes. 

● Able to work well with a wide variety of personalities and cultures. 

● Able to adapt to a changing work environment and culture of the store. 

● Operational knowledge of Excel, Word, Google Docs.  

● 12 months retail experience. 

● 12 months customer service experience.  

● Excellent communication skills. 

● Spatial and conceptual problem solving skills. 

● High attention to detail. 

 

Preferred 

● Merchandising experience. 

● Interest in natural and organic foods. 

● Interest in cooperative business model and management strategies. 

● Knowledge of Isla Vista Food Cooperative purchasing guidelines. 

● Knowledge of NCGA new items purchasing guidelines. 

● Flexible schedule. 

 

 

Disclaimer: This job description is not meant to be all-inclusive but to serve as a guide in order to provide you 

with a basic understanding of your duties and responsibilities as a Buyer at the Isla Vista Food Co-op.  This job 

description may be updated at any time as the need arises by Management.   

 

While acknowledging that California is an At Will state we encourage you to provide the Grocery Manager 

at least 90 days’ notice before terminating your employment. 

 

 

 

 

 

 

 

 

 

 

 


