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E-COMMERCE (ELECTRONIC COMMERCE) ADMINISTRATOR 

 

THE SALVATION ARMY, SEATTLE, WA. 
 

 

POSITION TITLE:  E-COMMERCE ADMINISTRATOR (ECA) 
 

STATUS:   NON EXEMPT, Part-time, 29 hours 
  

REPORTS TO:  Sr. eCommerce Administrator (ECSRA), Northwest Division 
 
 

GENERAL STATEMENT: 
The Salvation Army is a branch of the Christian Church and the ultimate goal of all programs 
is spiritual regeneration of all people. 
 

The Salvation Army is an equal opportunity employer. 
 

EDUCATION AND WORK EXPERIENCE: 

 High School Diploma or GED required 

 Some college desirable 

 Previous eBay experience 

 Digital photography editing 

 Proof reading and copy writing 

 Internet e-mail and search skills 

 MS Office a must (especially Excel) 

 Inventory control management desirable 

 Demonstrated skills surrounding the use of information technology systems 

 Above average communication skills 

 Highly organized 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  

 Detail oriented  

 Team player with a spirit of cooperation and ability to work with all others towards goals 
set by management 

 Self starter 

 Able to delegate job tasks and give instructions in an oral and/or written manner 

 Strong use of the English language in verbal and written communication 

 Good organizational skills 

 Ability to work with the public in a professional manner 

 Ability to work in a fast-paced environment and maintain poise under pressure 

 Customer service mindset 

 Demonstrated ability to implement online ordering systems 

 General knowledge of business protocols 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, 
including the ability to pass a TSA background check. 

 Must possess a valid Washington State Driver’s license and ability to pass TSA MVR 
check and in-house driving test 
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ESSENTIAL DUTIES AND RESPONSIBILITIES:  

The E-Commerce Administrator (ECA) is responsible for administration of eBay store and as 
liaison between eBay store and the different eCommerce Site Supervisors (ECSS). The ECA 
must work to support and maintain The Salvation Army Northwest Divisions online business 
plan to create a viable online sales operation to sell products originated from Retail Thrift 
Stores. These transactions can include both business-to-business and business-to-consumer 
sales. In certain cases (i.e., eBay), a consumer-to-consumer orientation must be managed.  
 
 

1. Duties 
 

a. Reporting and updating eCommerce sales. 
 

b. Proofing and editing of new products online. 
 

c. Disseminate all incoming customer correspondence to perspective eCommerce 
Supervisors and their follow on replies. 
 

d. Disseminate product orders to corresponding eCommerce Supervisors with 
appropriate shipping information. 

 
e. Receive and post shipping tracking information to corresponding orders 

 
f. Keep eBay seller info updated 

 
g. Supervise shipping costs for stores. 

 
h. Ordering shipping supplies for Salvation Army DHQ stores 

 
i. Social media updates. 

 
j. The ECA will attend regularly scheduled staff meetings with all eCommerce personnel 

to communicate to the ongoing goals and challenges of the eCommerce department 
and recommendations for improving all web based operations. 

 
 

2. General Responsibilities 
 

A. The ECA will implement the policies that define content, pricing & inventory, logistics, 
service & support, payment & refund/returns, Security & PCI Compliance. 
 

B. Work to implement an organizational infrastructure including, a mobile commerce plan, 
a content management plan, a social media plan as well as implementation of 
customer relationship management and personalization plan. 

 
C. The ECA, under the direction of the ECSRA, will be responsible for the implementation 

of the best website format to efficiently support online sales operations. Implement a 
scalable platform or solution to support the site for both short & long term growth. 
Consider localization requirements - currencies & languages. 
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D. The ECA will work in partnership with the ECSRA to identify opportunities in support of 
online sales both locally and nationally. Identify target market and how our marketing 
strategy and site design will “speak” to our demographic as well as work to reach new 
audiences. Prepare a local Western Washington area social media plan and create, 
manage and grow social media accounts - Facebook, Pinterest, Twitter, LinkedIn and 
YouTube. 
 

E.  The ECA will work to identify new or alternate vendor(s) to facilitate our unique 
logistics needs. Identify opportunities based on costs, ease of use and available 
support services. Support logistics by offering opportunities to reduce supply chain 
costs in regards to shipping, acquisition and distribution of products. Integrate to 
external systems, suppliers or 3PL 

 
F. The ECA will work with the ECSRA to implement and support the guidelines that 

provide daily, weekly, monthly documentation to support the costs, expenses, sales 
and profitability of the Seattle TSA E-Commerce business. These guidelines serve as 
the basis for sound fiscal management in order that the web based sales may 
generate income that supports total operations. Communicate with the ECSRA to 
adjust reporting methods as needed to best capture analytics that demonstrate our 
position and viability in the current market place. 
 

G. The ECA will be responsible for the handling of the local E-Commerce sales income 
on a daily basis to include uniform procedures for all transactions; daily sales report 
documentation, bank deposits and online donations. 

 
 

4.  Customer/Community Relations 
 

A. The ECA is responsible to ensure that all customers’ questions and inquiries are 
returned in a timely manner and positively acknowledge and treat all customers in a 
professional and respectful manner. 

 
B. The ECA is responsible to ensure that all site staff/workers are treated with the same 

respect and fairness while working to service and maintain the local eCommerce site 
 

C. Customer complaints will be handled in a courteous, professional manner by all staff 
and operators.  The ECA should consult with ECSRA regarding complaints with any 
online sales, shipping concerns/problems, website information/ content.  Notify the 
ECSRA of the facts surrounding the complaint and the disposition thereof and work to 
quickly respond with a plan to resolve the issue. 

 

Must be available to attend all regularly scheduled and mandatory staff meetings regardless 
of whether they are outside a scheduled shift or standard work and have the ability to travel 
as needed. 
 

Must perform all other duties as assigned by ECSRA, ECM, and NW Division Retail Director. 
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PHYSICAL REQUIREMENTS:     
 

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or 
continuous basis 

 Ability to grasp, push, pull objects such as files, file cabinet drawers, and reach overhead 
for duties such as stocking inventory shelves 

 Ability to operate cash register 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer 

 Ability to lift up to 30 lbs.  

 Ability to access and produce information from a computer 

 Ability to understand and produce written information 

 Ability to operate a motor vehicle 
 

Qualified individuals must be able to perform the essential duties of the position with or 
without accommodation.  A qualified person with a disability may request a modification or 
adjustment to the job or work environment in order to meet the physical requirements of the 
position.  The Salvation Army will attempt to satisfy requests as long as the accommodation 
needed is reasonable and no undue hardship would result. 


