COMPANY DESCRIPTION

Manuel is an exclusive clothier, responsible for much of today's legendary Americana iconography; he put Johnny Cash in black, designed the renown Aztec Sun jumpsuit for Elvis (among other notorious stage wear pieces) and Gram Parsons' infamously suggestive white suit, created the Lone Ranger's look and still dresses entertainers like Jack White, Vincent Gallo and Kid Rock. After working for decades in Hollywood with the Sy Devore and as the head designer for Nudie the Rodeo Tailor, he ventured off on his own and eventually relocated to Nashville. The showroom, located in the midtown area, offers garments, boots and accessories off-the-rack for purchase, but the majority of production, which happens on the second and third floors of the beautiful early 20th century building, are for custom orders. All pieces are one of a kind and hand-made--shoes and accessories included. Although the company is small, the production is astounding, and the sky truly is the limit.

JOB DESCRIPTION
Manuel American Designs is currently interviewing for a new office manager and personal assistant to Manuel, the company's owner and designer. Showroom hours are from 10am-6pm Monday-Friday, but because this is a salaried position, there may be times when the employer would have to work for a few hours over the weekend or during events that occur after regular business hours. 

Responsibilities include but are not limited to: general administrative duties, website upkeep, merchandising and inventory, acting as client-designer liaison, handling of designer's personal schedule and business appointments during business hours.

The office manager would be working under the Director of Operations, who will be working out of state. The office manager would be required to write daily notes and a weekly sales journal so that the DO can continue to plan and budget the business affairs. Nevertheless, the office manager will be exactly that: a MANAGER, and must be willing to take responsibility for running the showroom. 

QUALIFICATIONS

Education:  Bachelor's degree

Skills and experience: excellent communication skills, bilingualism (English, Spanish or Spanish proficiency) ideal, excellent organization, strong but friendly and tolerant personality, Peachtree/Quickbooks proficient, Wordpress proficient, merchandising experience, willingness and ability to make decisions quickly when necessary but necessary humility to ask for help when need be, work well with others, ability to delegate responsibility. 

Here at Manuel's we take our work very seriously, but we have a lot of fun. The ideal candidate for employment has the ability to fluctuate--and often quite quickly--between a jovial work environment and a serious one. Client satisfaction is our number one priority. That said, however, our clientele is a diverse and interesting population. We welcome healthy quirkiness.

Previous fashion industry experience welcome but not required.


SALARY
-$26,000 salary with four $1,000 quarterly performance bonus opportunities
-2 weeks paid vacation
-No benefits

INTERESTED CANDIDATES SHOULD EMAIL A RESUME, DETAILED COVER LETTER, AND A REFERENCE LIST (3 PROFESSIONAL; 3 CHARACTER) TO THE DIRECTOR OF OPERATIONS, JESSE CUEVAS, AT JESSEJUSTIN.CUEVAS@GMAIL.COM.

