Job Description - Key Holder
Otaku Haven LLC
	Job Title
	Key Holder

	Company
	Otaku Haven LLC

	Location
	2847 S Lamar Blvd, Suite 105, Austin, TX 78704

	Reports To
	Store Manager / Assistant Manager

	Employment Type
	Part-time, Non-exempt, Hourly

	Compensation
	$18.00/hour

	Schedule
	Part-time; includes opening and/or closing shifts; flexible availability across Monday-Saturday 10:00 AM-9:00 PM, Sunday 11:00 AM-7:00 PM required.



Position Summary
The Key Holder serves as a trusted shift lead who can open or close the store, support floor coverage, and keep operations moving when senior managers are off-site.
Key Responsibilities
Open or close the store when the Store Manager and Assistant Manager are unavailable and serve as the responsible manager on duty for the assigned shift.
Perform cash reconciliation procedures at opening and/or closing.
Supervise the sales floor and direct Sales Associates during the shift.
Assist customers with product inquiries, recommendations, and purchases.
Maintain store cleanliness, product organization, and visual merchandising standards.
Report incidents, policy violations, or customer issues to the Store Manager or Assistant Manager.
Assist with inventory receiving and stocking tasks as directed.
Qualifications - Required
1+ years of retail experience.
Trustworthy and reliable; comfortable with cash handling and opening/closing procedures.
Strong customer service skills.
Qualifications - Preferred
Interest in anime, manga, collectibles, or pop culture.
Prior key holder or shift lead experience.
Familiarity with Square for Retail or comparable POS systems.
Physical Requirements
Ability to stand and walk for extended periods.
Ability to lift up to 40 lbs.
Ability to use POS hardware.




